
  

     1 

SAINT NICHOLAS SCHOOL  

CRITICAL INCIDENT AND EMERGENCY PLAN 

Note: This policy applies to all sections of the school including EYFS  

Reviewed Nov 21 

Review Date Nov 2022 

Aims 
 

• to prepare Governors and staff to handle any critical incidents which may occur;  

• to ensure that there is a plan that can be implemented swiftly in the case of an 
emergency; 

• to help all involved in identifying when this policy should be activated; and  

• to be a guide to action in circumstances that are liable to strain the capacity of those 
handling the situation to think clearly.  

 
Use of this Policy and Procedures 
This set of guidelines will be used in the aftermath of an emergency.  All staff and Governors 
should be familiar with the contents of this guidance. 
 
“Critical Incident” - a definition  

An event, or events, usually sudden, which involve significant personal distress at a level 
which potentially overwhelms normal responses and procedures and which is likely to have 
emotional and organisational consequences. 
 
What can happen 
By ‘crisis' we mean an incident that has caused death or serious injury to a member or 
members of Saint Nicholas Community (staff, students, adults and others visiting Saint 
Nicholas or closely associated with the activities of the school) or events that have the 
potential to result in death, serious injury and disruption to business continuity, such as: 
 
In School:  

• an unexpected death, or very serious injury of a student or member of staff;  

• a deliberate act of violence against staff or students;  

• the destruction or serious vandalising of part of the school which threatens business 
continuity; 

• a fire or major incident in a laboratory or workshop; 

• a serious event which threatens significant disruption to the normal running of the 
school.  

 
Out-of-School: 

• a road traffic accident involving staff or students, or deaths or injuries on school 
journeys or excursions;  

• a more widespread disaster in the community 

• civil disturbances and terrorism including a bomb incident or threat; 
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• pandemics that threaten life and threaten to become internal. 
 

Many aspects of disasters are self-evident but two are important to emphasise for the 
purpose of our response:  
 
 Feelings of grief, guilt and insecurity caused by the disaster. These are felt by 

survivors, parents and staff alike (not only by those directly involved) and may strike 
at any time over a long period after the disaster.  
 
Inevitable media interest.  This will focus on the ‘human interest’ and on discovering 
‘who is to blame’. To the media it can appear that there is no such thing as “an 
accident”.  Whether intended or not, the result can be to persuade people to say 
things in haste that they will bitterly regret at leisure.  The media can sow discord and 
prevent healing.  In the immediate aftermath the media may interfere with 
communications and distract people from coping with the emergency.  However, it 
can also be the case that media will carry important, helpful and positive messages 
and managing media interest will be crucial.  

 
It is assumed in what follows that our first duty is to support and help the pupils, parents and 
staff involved.  We are also concerned to ensure that the handling of the disaster does not 
result in damage to the School’s business continuity which will then cause all students and 
staff to lose in the long term. 
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In the event of a School-related emergency, it is essential to convene the 
Crisis Management Team immediately: 

 
Headmaster and appropriate members of the Senior Leadership Team 

Chair of Governors  
any other person as required by this group 

 
Contacting key personnel should be prioritised as follows: 

 

INCIDENT OCCURS 

Headmaster is notified 

If Headmaster cannot be contacted, Deputy Head (Helen Hopkins) or 

Chair of Governors (Rob Ellice) should be informed 

 

 

Headmaster / Deputy Head contacts: 

Chair of Governors: Rob Ellice 

Deputy Head: Helen Hopkins 

Bursar: Yvette Mardel 

Estate Manager: Peter Jackson 

Headmaster’s PA: Julie Bradley 

Other Relevant Staff as the situation requires 

Local Authority Support Team (as required) 
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The Headmaster, if not disabled in the disaster or otherwise out of contact, will 
initially be first contact for the media. Where appropriate and after discussions with 
the Chair of Governors, a Governor may be nominated to manage these media 
relationships during the critical phases.  It is probable that a statement will be 
required during the early stages of the incident. Statements will only be authorised by 
the Headmaster and the Chair of Governors. 
 
The Headmaster will be responsible for arranging the necessary communications 
network, including allotting duties to other support staff.  The Bursar will be 
responsible for checking with insurers, etc. to make sure that mistakes are not made 
during the early stage of the crisis.  
 
The exact roles of others will be decided at the time, as any crisis will undoubtedly 
have its own particular character and need a different reaction, but among the roles 
will be: 
 

• contact with parents; 

• support for staff and students directly involved; 

• liaison with other staff and students; 

• finding relevant assistance / expertise for the School, e.g. legal etc; 

• liaison with relevant authorities e.g. police, Foreign Office, Health and Safety 
Executive.  

 
 
Critical Incident on a trip or visit 
 

Where a critical incident occurs off-site, for example on trip or visit, it is vital that 
information is passed to the School as soon as possible so that support can be given to 
the staff on the ground and to parents, and that accurate information can be given to 
the media.  
 
All the staff on a trip will: 

• know how an alarm is to be raised (the Trips mobile phones have 
Headmaster’s and Deputy Head’s contact information programmed into them)  

• Give priority to looking after the injured and ensuring that they are in the 
hands of competent assistance.  Once that has been done, the priority of those 
on the ground becomes to look after students and each other.  Dealing with 
the media, with parents and all other issues must be handled by the Crisis 
Management Team.  
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Emergency action list to be taken by Headteacher. 

If the Headteacher cannot be contacted, then action to be taken by Deputy Headteacher or 
Chair of Governors 
 

Immediate Action in the Case of Crisis 
 

• Open, and continue to maintain, a log of all factual information received, actions 
taken and the time of these events.  

• The Chair of Governors will be contacted immediately.  Failing that, another 
nominated Governor will be contacted.  In addition, as required, an appropriate 
Governor may be asked to join the Crisis Management Team. 

• If appropriate the police will be contacted to ask for help in controlling access to the 
school. 

• Consider whether the incident requires the involvement of the Local Authority 
Support Team. 

• The Crisis Management Team will convene at an appropriate and secure location eg. 
the Headmasters’ / Head’s PA’s office and annex or other suitable location with full 
access to communications. 

• Roles will be allotted according to the guidance within this policy. If outside term-
time, available support needs to be gathered as quickly and flexibly as possible. 

• If the incident affects our pupils while they are abroad, a contact will be opened up 
to authorities in the relevant country through the appropriate embassy or the 
Foreign Office and arrangements made to get a senior member of staff and someone 
familiar with the language (if possible) out to the scene of the disaster as a matter of 
urgency to support the staff in situ. 

• Parents will be contacted, by telephone or in person where possible.   

• If children are off-site, they should be re-united with their parents as fast as possible.  
It is subsequently the duty of the Headmaster, or the Headmasters' delegated 
representative, in collaboration with police, to determine the circumstances where it 
may be appropriate for parents to attend the accident site.  

 
NB: It is especially important that if names of those who may have been involved in the 
incident are known DO NOT release – or confirm – them to anyone, before those identities 
are formally agreed and parents are informed. 

 
Stage 2  
 
Brief Staff Member acting as On-Site Co-ordinator to oversee the following:- 

• If ‘Local Authority Support Team’ has been activated, arrange for On-Site facilities for 
the Team. 

• Expect to see identification of Local Authority Support Team Officers. 

• Set up arrangements to enable accurate information to flow into and out of the 
school and for telephone calls, by ensuring – 

• sufficient help is available to answer the many calls that could be received; 

• staff maintain records of all relevant calls received; 

• brief, but up-to-date prepared statements are available to staff answering phones; 

• care is taken when answering telephone calls; 
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• an independent telephone is made available for outgoing calls only – a mobile phone 
can be useful – but remember such messages can be readily intercepted; 

• telephone staff are reminded that some calls could be bogus. 

• arrange for all staff – not just teaching staff – to be called in and, if necessary, briefed 
at an early stage.  

• be aware of how colleagues are coping. 

• arrange for all pupils to be told, in simple terms, at an early stage (ideally in small 
groups and initially by class teachers, wherever possible). 

• brief team to discourage staff and pupils from speaking to the media. 

• Be available to see staff when required. 

• Remember some members of staff may be so affected that they will not be able to 
help in supporting children 

• Recognise also that if the burden of dealing with the situation falls disproportionately 
on a small number of staff, they too could need professional support. 

• If the incident is away from school, dissuade shocked staff from driving themselves or 
anyone else to the scene. 

 

Stage 3 – Period following the close of the incident 

• When appropriate, seek advice from ‘Local Authority Support Team’ and local clergy 
contact on special assemblies/funeral/memorial services. 

• Arrange for a member of staff to make contact with any pupils either at home or in 
hospital. 

 

Stage 4 – Longer term issues 

The effects of some Incidents can continue for years. Thought will need to be given to:- 

• Work with staff to monitor pupils informally. 

• Clarify procedures for referring pupils for individual help. 

• Be aware that some staff may also need help in the longer term. 

• Recognise, and if appropriate mark, anniversaries. 

• Remember to make any new staff aware of which pupils were affected and how they 
were affected. 

• Remember that legal processes, inquiries and even news stories may bring back 
distressing memories and cause temporary upset within the school. 

• Remember if the Incident does attract media attention, it is likely that interest will 
continue for many weeks. 
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Emergency action list to be taken by any other persons appointed to assist with Emergency 
Management  

This team should comprise up to 4 senior members of staff, together with office staff. 

 
Stage 1 – Initial Actions 

• Obtain full facts of incident from Headmaster.  

• Open, and continue to maintain, a personal log of information received, actions 
taken and the time of those events 

• Assist, where appropriate, in assessing the emotional needs of the staff and pupils. 
Co-ordinate rapid action to sensitively inform staff and pupils to provide appropriate 
support 

• Assist class teachers who will undertake classroom briefings 

• Arrange special groups for very distressed pupils. 
 

Stage 2 – 

Under guidance from School On-Site Co-ordinator, assist Headmaster  

• Work with LA Support Team, the Headmaster and School On-Site Co-ordinator as 
directed. 
 

Stage 3 – Period Following Close of the Incident 

• As above 
 

Emergency action list to be taken by Administrative Assistants 

Stage 1 – Initial Actions 

• Obtain full facts of Incident from Headteacher 

• Open and continue to maintain a personal log of information received, actions taken 
and the time of those events 

• If coming in from home, remember to bring useful items, such as any keys needed. 

• Do not make statements to the press / media regarding the incident. 
 

Stage 2 –  

• Under guidance from School On-Site Co-ordinator, assist the Headmaster (or 
Nominee) 

• Work with LA Support Team the Headmaster (or Nominee) and School On-Site Co-
ordinator as directed. 

• Remember the School Office is likely to be the first point of contact for visitors, so 
exercise caution in making comments: 

o concerning incoming telephone calls  
o take especial care when answering telephone calls early on 
o maintain a record of calls received 
o only give out information from prepared statements that will be made available 
o remember that some calls could be bogus 

 
Stage 3 – Period Following Close of the Incident 

• As above 
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Media interviews must only be conducted by the Headmaster or nominated Governor and 

should follow advice from the LA press officer. 

Communicating with Parents  
Only nominated members of staff/Governors have the authority to contact parents.  Such 
persons, when answering or contacting parents will have a written list of known facts issued 
by the Headmaster (or Chair of Governors). The nominated person will only: 
 

• say what is known for a fact;  

• say how parents will be updated as information becomes more complete;  

• say how parents should contact hospitals, etc; and  

• check whether any help is needed with transport.  
 
While the School's main responsibility is to parents whose children are involved, there will 
be other parents who, for one reason or another, will want to know what has happened. 
Depending on the circumstances, the Headmaster (or Chair of Governor) will decide to: 
 

• send an account that is written;  

• post information on the College web-site; and  

• use the media to communicate with parents.  
 
Communicating with Pupils 
If the incident occurs during term, the first priority will be to make sure that pupils 
understand what is known and what is speculation. This is important, as the media often 
target students and their families at this time, even if not directly involved. Due care will 
need to be taken to ensure that the information and the method of promulgation is age-
appropriate. The school will need to ensure that appropriate resources (both existing and 
additional e.g. external counsellors) are in place to support pupils through their shock and 
grief. 
 
The basic procedure for promulgation will be: 

• students will be given plain facts (no speculation) in groups by selected staff or 
through a whole school assembly.  

• to give absolutely honest responses to questions that may be difficult to answer 
immediately. 

 
If an incident occurs outside school opening hours or during holidays there may have to be 
special arrangements to allow families, friends and others to come into school, and for an 
appropriate member of staff to be available to inform and support.  This will be determined 
by the Headmaster (or the Chair of Governors) and put into place by the Crisis Management 
Team. 
 
Communicating with the media.  
Media interest will seem intrusive and unhelpful.  It is important to realise, however, that 
their interest is legitimate.  Used properly, the media can help to communicate important 
messages to parents and the community.  It is important to do everything to be helpful, 
short of compromising the essential interests of the school and its stakeholders.  The 
Headmaster may make a statement to the media to explain what is happening but will stress 
that students' and parents' interests must come first.  He will ask for press co-operation in 
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achieving this aim.  
 
All statements to the media will be made after discussion with the Headmaster (or Chair of 
Governors).  In ideal circumstances, the Headmaster will act initially as press officer.  If he is 
not present he should be contacted if possible.  The Deputy Head or Chair of Governors will 
cover the Headmaster’s absence. Other Governors and staff will refer all questions to the 
Headmaster (or delegated representative) and must refuse to make any comment or react 
to any statement put to them by the media. 
 
It should be remembered that the media will be looking for a story and headlines.  A ‘story’ 
only lasts for a short time in media terms so they may be looking for a quick result:  grief to 
dramatise or blame to allot.   

 
N.B. We must remember to be careful to say nothing which would compromise our 
responsibilities to pupils or parents or place the school in a legally challenging position.  
 
The media will normally not be invited onto the school site and if they do make their way 
into the site uninvited, they should be referred to the Headmaster who will normally ask 
them to leave, and will explain why.  The assistance of the police could be sought if 
necessary. 
 
It is the responsibility of the Headmaster in consultation with the Crisis Management Team 
to determine whether a Press Conference should be arranged in a place away from the 
students.  If there are signs of devastation on the College site, it may be inevitable that they 
will have to be allowed to take pictures but the Crisis Management Team will attempt to 
ensure that these do not add to the grief of parents and others. 
 
Students will be kept away from the media, for their own protection, and the importance of 
this will be explained to the students.  No addresses or personal details will be given to the 
media.  
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Appendices 
 
Appendix A: Guidance to the Headmaster (or designated representative) on dealing with 

the media 
 
The Headmaster will say that the College will: 
 

• tell them everything known definitely as soon as we have told parents;  

• tell them what we do not know at this stage;  

• tell them when further information will be available;  

• not speculate or go along with their speculation; and  

• not be giving any names or confirming any names until all the members of a trip are 
accounted for.  

 
Within these limits the Headmaster has the responsibility to speak to the media. 
 

Points to note with media interviews 

• Have another person with you, if possible, to monitor the interview 

• If possible, agree an interview format i.e. establish what the interviewer wants to ask. 

• Be prepared to think on your feet, but try to decide beforehand what you want to 
say. Do not read it out. 

• Remember you could be quoted on anything you say to a journalist, even if it is not 
part of the formal interview. 

• Be prepared to say you cannot comment. 

• Don’t over-elaborate your answers 

• Refuse requests for photos or schoolwork of children/staff involved. 

• Try to keep a grip on your emotions during interviews - especially if it is TV. 

• Most journalists are responsible, but check where interview/camera team go, when 
interview is over. 

 
Interview Technique 
Generally, it will be important to 'come in under the question', being calmer and quieter than 
the questioners.  Two points clearly made and repeated are worth many made in a confused 
way.  It is crucial to remember that you are talking to the audience beyond the interviewer 
while answering the interviewer’s questions.  Meet aggressive questions with facts, e.g. 
 

• 'all trips go through a vetting procedure';   

• 'we have fire practices termly';   

• ‘we have records and once we have done our duty by our parents and students we 
will check it out'.  

• ‘Close-knit small School with charitable ends, devastated by disaster’;  

• ‘Staff trying to hold things together under difficult circumstances’. 
 
Generally, the School will be saying over and over again that we will turn our attention to 
causes and lessons to be learned when we have done what we can do for students and 
parents.   
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Appendix B: Short and Medium Term Actions 
 
Short Term Action  
The Governors will meet as soon as practicable to be briefed by the Headmaster and Crisis 
Management Team, and to decide how any inquiry should be carried out.  The Crisis 
Management Team will seek advice on this as appropriate.  It will be the responsibility of the 
Headmaster to make an announcement about any inquiry.  The Headmaster will ensure that 
included in any public statement will be the Governors' resolve to co-operate fully with any 
external inquiry. 
 
The Crisis Management Team will determine in the circumstances how to help the school 
community to come to terms with the shock and grief, and which appropriate agencies to 
use. The Crisis Management Team will bear in mind in all its decisions the importance of 
enabling normal life to be resumed as soon as possible without denying or minimising what 
has happened.  
 
Immediate steps should be taken to restore the situation in the case of fire, etc. and lessons 
should as soon as possible be as normal as possible.   
 
The Headmaster (or Chair of Governors) will seek legal advice, as appropriate. 
 
Medium Term  
The Crisis Management Team will determine how best to ease the return of young people 
involved and what support they will need.  Normally appropriate consultancy/counselling 
will be sought (see Appendix C). 
 
 
Appendix C: Note on Post-Traumatic Stress Disorder and the Role of Counselling 
 
It must be expected that some of those involved in the disaster will suffer from post-
traumatic stress disorder.  This may involve panic attacks, flashbacks, feelings of depression 
and guilt.  They may be deeply disabling and often affect adults more than children.  Expert 
advice should be sought on this and part of the longer term plan must include plans to 
support both students and staff members who may be unable to return to School.  
 
The main thrust of the School’s approach must be not to deny the events but to emphasise 
that ‘life goes on’ and that ‘we have the strength to cope with even this.’  It is vital that 
children and adults are not disempowered in dealing with the trauma of the disaster by the 
suggestion that they cannot cope without help or that they must relive the disaster to come 
to terms with it. 
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Contact List   

The names and telephone numbers of organisations and individuals who may be useful to 

the School in an emergency:   

 

Role / Organisation  Name  Telephone No.  

Headmaster Interim 

Headmaster  

Paul Wilson 

Terrance Ayres 

07533940269 

07842 831848 

Deputy Head Helen Hopkins 0797 0666063 

Chair of Governors Rob Ellice 0777 5942108 

Bursar Yvette Mardel 0796 6094854 

Estate Manager Peter Jackson 0777 5437731 

Admin  Julie Bradley 01279 429 910 

07977 227115 

   

LA Press Officer Senior Press Officer 01245 436227 

LA Legal team  01245 430433 

Essex County Council Health & 

Safety Helpline 

 01245 436896 

Head of Media Chris Palmer  Office 

   Mobile 

01245 430090 

07717 867073 

Essex County Council 

Emergency Planning 

24/7 Mobile 07767 298483 

0345 743 0430 

 

 


