WILLOW NURSERY SCHOOL

CRITICAL INCIDENT PLAN
Willow Nursery School 

Policy on Managing Critical Incidents in School

This policy sets out the procedures to be followed to ensure the safety and protection of the school community in the event of a critical incident.

Definition:

An incident might be designated as a critical incident where the result is likely to have a serious impact upon the school, a serious disruption to the running of the school, or significant public and/or media attention on the school.

For the purposes of this document an emergency can be defined as a situation which results in:

*Loss of life/serious injury to school personnel or pupils (or to members of the public on school premises);

*Significant structural damage to the building leading to possible school closure;

*Significant fire/flood incidents which are too large for the site agent to handle;

*Other disasters/tragedies e.g. children killed on school trips, health scares, major fires, intruders to the school, building collapse. 

Roles and Responsibilities of Headteacher and Governors

· To be responsible for completing & maintaining the critical incident plan.  This should be regularly reviewed & kept up to date.

Incident Managers:

· Headteacher, Deputy Headteacher & Chair of Governors

· The Headteacher will take the lead responsibility for liaison in the event of a crisis with:

· The emergency services

· The property partner (Strictly Education)

· Children’s Services at Central Beds.

All staff & Governors should be made aware of the Critical Incident Managers and the policy.

Central Bedfordshire Document

This has been formally adopted by the Governors as background guidance & information, and a Willow Nursery School Critical Incident Plan which has been drawn up from this.

Aims of any Critical Incident response is to:

The main aims of any critical incident response are to:

Protect life and ensure safety of pupils and staff;

Protect the school infrastructure and facilities;

Lessen the impact and escalation of the incident wherever possible;

Protect and secure the assets of the school; and

Ensure the school, wherever possible and practicable is able to remain open.
Definition of a Critical Incident

An incident might be designated as a critical incident where the result is likely to have a serious impact upon the school, a serious disruption to the running of the school, or significant public and / or media attention on the school.

For the purposes of this document an emergency can be defined as a situation which results in:

• Loss of life/serious injury to establishment personnel or pupils, (or to members of the

public on school/ Council premises);

• Significant structural damage to the building leading to possible establishment closure;

• Significant fire/flood incidents which are too large for the cleaners and caretaker/site

agent to handle;

• Other disasters/tragedies.  Handling crises is a normal part of school life. Some incidents, however, are of a more critical and overwhelming nature that can affect staff, pupils and parents in a number of different ways. In recent years events that have affected schools within the UK include:

• Children killed in accidents on school trips;

• Major fires;

• Health scares;

• Missing children / abductions;

• Intruders to the school;

• Building collapse.

Procedures:

The most important thing is contact info:

Being able to contact          Staff





Parents

                                           Governors





The L.A





Emergency Services





Property Partners (Strictly Education)
The Nursery has lists of contact details for all of the above, which are held by the Headteacher, Deputy Headteacher and Finance Officer.

Vital Records.

Willow Nursery School has determined vital and critical records as, including:

• Personnel files;

• Children’s records/details;

• Financial Information;

• Insurance details;

• Inventory of assets.

All of these records are stored on computer and are backed up weekly to memory sticks by the Finance Officer. A copy of the back-up is kept in the Critical Incident file in the office and another is stored off site. 
Three “Critical Incident” files also contains staff contact details, LA contact details, emergency services details, property partner details and a plan of the school. These files are held by the Finance Officer (on-site), the Deputy Headteacher (off-site) and the Headteacher (off-site)

Contact Ladder

In School

(
Headteacher

(
Emergency Services

Follow appropriate advice

(
Chair of Governors / Vice Chair

(
L.A. Duty Emergency Planning Officer 0300 300 8098
(
Contact Parents if it is a school closure issue

(
When situation is rectified inform L.A.

Follow appropriate checklist

To contact parents, staff to work through the classlists, & with each parent also ask who else they can contact & tick them off the list. 

Death or Critical Injury

Contact next of kin

and 
Clear area & make sure it is secure

(
Key personnel to inform all staff

(
Contact L.A. for advice
(Some of these procedures may happen simultaneously)
Fire / Flood / Structural Damage / Lightning strike / Asbestos Disruption

In Hours

(
Phone L.A.
0300 300 8098 
Phone Risk Management

0300 300 4955 or 07969 200161
Out of Hours

(
As above

What to do in case of an incident at school

Incidents that might occur: -

1) Fire on site while pupils are on premises

2) Burglary or theft

3) Vandalism

4) Bomb Threat/Terrorism

5) Violence and assault in school

6) Abduction or threat of abduction to a child

7) Death of a pupil, member of staff, parent

8) Lost children/children who escape
9) Incident on a school trip

10) Threat in the outdoor area
1) FIRE/EVACUATION
See Fire Instructions (Appendix A)

2) BURGLARY OR THEFT

In the event of burglary or theft, the police must be informed.
Staff should be vigilant when parents, visitors and students are in school.  Anything suspicious should be reported to the Head.
At the end of the day staff must ensure the closure of all windows securely (including skylights) 
The site agent must close all windows and sky-lights, lock all outer doors and set the burglar alarm. 

All portable electrical equipment (e.g. laptops) to be removed from classrooms and put in cupboards.

 3)  VANDALISM

Incidents of vandalism could occur in the outside area or in the building

1) The Site Agent or Headteacher should be informed – she should contact the police.

2) Photographs should be taken of items damaged.

3) The Head must assess the risk to the children and decide whether the school can open.  The Chair of Governors should be informed
4) Outside damage must be isolated away from the children.                                                                                
5)  Equipment and other items damaged must be recorded for insurance purposes/removed from classroom areas.
4) BOMB THREAT/TERRORISM

1) Assess the risk to children and staff.  (the threat must be treated seriously)

2) Evacuate buildings if threat is inside

3) Inform other schools, Police.

4) Raise the alarm (Fire Alarm)

5) Suspicious packaging, parcels must be treated in the same way
5) VIOLENCE AND ASSAULT IN SCHOOL

If a member of staff or a child is physically attacked, an offence will have been committed.

The degree of injury will reflect whether the incident is a common assault or an assault occasioning actual bodily harm.

Common assault is: - an injury which does not involve cuts or bruises or fractures.

Actual Bodily Harm: - cuts requiring medical treatment, fractures, and temporary loss of sensory functions.

Common assault is a criminal offence.  Staff should however take advice from their Professional Associations 

In the event of violence or assault the Head and police must be informed.

In the event of abusive behaviour, it is advisable for another member of staff to witness the incident.  Exact timings and the nature of the abuse must be recorded accurately and reported to the police.  It may be advisable to warn the other schools.  The Area Education Office should be informed and if appropriate Legal Services.

6) ABDUCTION OR THREAT TO A CHILD

Staff must always be vigilant about visitors entering the site.  It is quite legitimate to challenge anyone who is loitering on or near the site.  

If a child is forcibly removed the procedure should be:

1) Police informed immediately

2) Parent informed

3) Date, time & circumstances of incident recorded – car number taken – if seen – description of abductor noted.

4) Other children should be kept as calm as possible – see lockdown procedures.
7) DEATH OF A PUPIL, MEMBER OF STAFF, PARENT
Notify staff, governors, parents and children of the death, as appropriate to the incident

It may be appropriate to close the school for part or all of a day, depending on circumstances

If the death has generated media interest, contact the Communications Team
Contact the Schools’ Emergency Co-ordinator  

Remember: Be honest with the children at their level of understanding

Try to understand the child’s feelings and reassure where possible

Don’t be afraid to say “I don’t know”

Don’t be afraid to share  your own feelings

Remember there are others who can help

Seek advice from the Educational Psychology and Learning Support Service

8) LOST CHILDREN/CHILDREN WHO ESCAPE
· The adult realising the child is lost/escaped, will report it directly to the  Headteacher

· Nursery children will continue to be managed while other staff members are freed to search inside/outside, the garden, the car park.

· After a thorough search and within 10 minutes, Police and parents will be contacted.

· Date/time and circumstances of the incident must be recorded, description of what child was wearing/photograph (from namecard) to be made available for police – and child’s contact details.

· School to follow advice from police

· Appropriate steps to be taken, dependent on outcome.

· Use LA support services

· Media

· Evaluate response after event and discuss with all staff.

9. INCIDENT ON A SCHOOL TRIP
Where an incident occurs on a school event taking place off-site, the priorities are to: 

Assess the situation

Safeguard the uninjured members of the group

Attend to the casualty

Inform emergency services

Liaise with member of staff back at school, who will contact parents, services as appropriate
10. LOCKDOWN



If there is a threat to the children in the outdoor area, all children should be taken indoors.

Doors should have their magnetic locks turned on.

Windows should be closed and blinds drawn

Children should be kept as calm as possible within the classrooms, away from the windows and the outer doors.

No one should be allowed out of the school during the lockdown procedure.
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