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Introduction
The purpose of this document is to:

e Outline routines and procedures to reduce the danger inherent in certain situations
e Assist staff in coping if and when tragic incidents occur

Preventive and precautionary measures
Whilst no amount of planning can totally prevent accidents and problems occurring, it is hoped that some can be
prevented and the effects on others minimised by taking sensible precautionary measures. It is expected that:

e All staff and pupils should be familiar with the school’s routines for fire and the evacuation of the school
building on hearing the fire alarm

e All staff should be familiar with the routines and procedures for dealing with incidents on or off site
(Procedures for off-site incidents - Appendix 2)

e All staff and pupils should be familiar with the school’s security procedures, in particular that all visitors not
wearing a visitor’s badge should be questioned and escorted to reception
All staff organising school trips and visits follow the guidelines and checklist
All staff should sign in and out of the premises
All staff are aware of pupils with health problems

A critical incident may be defined as:

An accident leading to a fatality;

Severe injury or severe stress;

Circumstances in which a person or persons might be at serious risk of illness;

Circumstances in which any part, or whole of the school is unable to function as normal due to external
influences

e Any situation in which the national press or media might be involved.

Examples of critical incidents include:

Death of a pupil or member of staff;

Death or serious injury on a school trip;
Epidemic in school or community;

Violent incident in school;

A pupil missing from school or home;
Destruction or major vandalism in school;

A hostage taking;

A transport accident involving school members;
A disaster in the community;

A civil disturbance or terrorism.

In the event of such an incident the priorities of those adults in charge of the school or trip at the time must be to:

e Save life

e Minimise personal injury

e Safeguard the interests of pupils and staff

e Minimise loss and to return to normal working quickly

A Critical Incident Management Team (CIMT) will comprise the following:

e Headteacher — would normally take the lead role although may be appropriate for someone else to take this
role

CEO

Director of Education

Estates Manager

Chair of Trustees

Chair of Governors or Vice-Chair of Governors in Chair’s absence or in a matter relating to the Chair’s own
children



It is recommended that the CIMT organise staff appropriately to ‘shield’ the CIMT from being bombarded.

The CIMT need to remain calm in order to ensure that the situation is handled as well as possible.

The school’s reaction to a critical incident can be divided into the following categories:

a)
b)
c)

Immediate action
Short term action
Next few days and beyond

Critical Incident Contingency Plan

Immediate Action i.e. within hours of incident

Who?

Assess continuing risk and ensure the safety of children and staff

Inform Headteacher of the nature of the incident

Identify children and adults who may have specific needs

Contact appropriate Emergency and Support Agencies

Ensure that emergency services are able to access the situation quickly, without
obstruction. Ensure that relevant building & gate keys are available

Consider school evacuation/school closure

Ensure that school registers/staff & visitor signing in sheets are available

Collect and record information about the incident

Gather and brief the CIMT, allocate roles and responsibilities

Trigger support from the LA / MAT and other contacts on the emergency list, be clear
who will contact whom

Contact families affected, must be done quickly and sensitively. Consistency of
information is vital. Possibly invite parents to school for immediate emotional support

Arrange to reunite children with their parents as soon as possible and practical

Set up incident management room with dedicated phone line

Agree a factual statement for all staff but particularly those answering calls

Agree a response for offers of help to the school for those answering calls (Thank
them, take details of offer, say we may take them up, we’ll get back if needed)

Arrange to inform other parents, may need advice from LA / Solicitors especially if
there is the possibility of legal liability. Model letters in ‘Remember me’ appendices

Inform school staff, caution them about media. Give them a consistent brief (maybe a
script) to allow them to handle questions from children and parents

Inform pupils, consider appropriate setting, consistency of information vital allowing
for differences in their ability to understand. Exercise care to protect children and
adults closely involved

Deal with the media, very important to seek advice from LA / MAT Exec / NAHT before
agreeing to speak or be interviewed. If not possible, then an agreed statement from
the CIMT should be read by an agreed spokesperson

Devise a plan to support affected people, most common reactions are denial, distress,
guilt, anger, helplessness. CIMT should consider outside professionals to support staff
and pupils affected by the incident. Those providing support also need support

Short Term Action (First 24 hours)

Who?

Managing staff, follow up on support for all staff. Staff monitoring should be a priority,
particularly members of the CIMT. If a crisis persists over many hours staff become
tired and this may affect their decision making abilities

Encourage pupils to talk, either staff members or professional support. Staff will need
briefing in appropriate responses. Consider training e.g in bereavement counselling,
provide resources for class discussions




The Next Few Days and Beyond

Who?

Provide further information to parents

Make arrangements for attendance at funerals if appropriate

Keep in touch with the families who have been affected

Discuss how to mark the event in school/setting, e.g. special assembly, memorial (in

consultation with the family)

Staff, ongoing monitoring and support including CIMT, recognising the effects of
working at heightened emotional levels, trying to maintain normality

Monitor the vulnerable; the effects can reverberate for years. Brief new members of
staff and pupils as to the school’s history

Marking anniversaries, events need to be appropriate and sensitively thought through

Legal proceedings may prolong the recovery process for anyone involved in them

Evaluate and review school/setting response to incident

School site

School Address

Roskear Primary School

Roskear

TR14 8DJ
Telephone number 01209 714241
Headteacher & emergency contact | Nic Furnish
details 07794 559661

nicola.furnish@croftymat.org

Utility supplies locations

Gas: Main shut off: left to kitchen entrance from outside,
also gas shut off at left side of pre-school

Water:

Electricity: Main shut off for complete site: right hand corner
of kitchen building from outside kitchen entrance

Heating:

Internal Hazards

Asbestos: None
Chemical stores: None
Other:

School Key Holders

Nic Furnish, Crofty ET Premises staff, Key Safe at school

Pre identified place of safety/rest
centre (In the event that the school
building has been evacuated and
pupils and staff are unable to
return).

All Saints Church, Roskear, TR14 8DH
1. Telephone Community Centre for key to Church:
01209 610260
OR
2. Telephone Wardens for key to church:
Philip Eaton 07922 483528 / 01209 705379 (Camborne)
peaton53@aol.com
OR
Andy Neil 07805 129895 / 01209 713993 (Tehidy)
waneil@btinternet.com
Children to be escorted through the KS2 playground to the playing
field, and then diagonally across field to access public track alongside
church graveyard. Turn right at road and right again into main
entrance to church. Note path at road junction is extremely narrow.
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Appendix 1

Emergency contacts

CONTACT

NAME

TELEPHONE

Director of Children, Schools and
Families

Meredith Teasdale

01872 322403 or
0300 1234 100
meredith.teasdale@cornwall.gov.uk

Emergency Planning Unit

01872 323752
emergencyplanning@cornwall.gov.uk

Chair of Governing Body

Jessica Cafe

Vice-Chair of Governing Body

Helen Pascoe

CEO of Crofty Education Trust

Simon Hague

07398 119561

Director of Education Tamsin Lamb 07949 308962
Estates Manager Steve Eva 07932 248904
Police 999
Camborne Police
01392 420320
Fire Brigade 999
Tolvaddon Fire station
01209 614300
Ambulance 999
Treliske Hospital 01872 250000
Barncoose Hospital - Minor injuries 01209 318010

Emergency Department at Treliske
Hospital

01872 253111/253113

School Nurse Team

01872 322779

Education Psychology Service Central
Office

01872 323038
01579 341132

Education Welfare Service

01872 323400

Health and Social Care

03001234 131

Penhaligon’s Friends

01209 210624

Local Religious Groups

Camborne Cluster

07873 612760

The Samaritans

08457 909090

Cornwall LA Press Officer Jamie Reed 01872 323682
Press and Media contacts BBC Radio 01872 222222
Cornwall 01872 275421
Pirate FM 01209 314314

Cornish Guardian

01872 247457

BBC Spotlight

01752 229201

Legal advice

James Twine at
Wolferstans

01752 292351




Appendix 2

Procedures for off-site incidents

Critical Incidents

When faced with a critical incident it is vital for those adults in charge to

KEEP CALM

The adult in charge of the group should

e Save life

e Minimise personal injury

e Safeguard the interests of pupils and staff in the group
e Inform emergency services

e Inform the Headteacher or their representative

Injuries or illness

SERIOUS INJURY OR ILLNESS: REQUIRING AN AMBULANCE

Eg: loss of consciousness, fitting, suspected broken bones, any other injury requiring urgent medical
attention

In serious situations the member of staff leading the group should:

e PHONE 999 and request an ambulance
e PHONE SCHOOL and speak to Head, Deputy or a senior member of staff to inform of situation
e Senior member of staff to phone parents/legal guardians

SIGNIFICANT INJURY OR ILLNESS: NOT REQUIRING AN AMBULANCE

Eg: deep cuts, significant bump to head, sprains, stomach upsets

Member of staff leading group should:

e PHONE SCHOOL and speak to Head, Deputy or a senior member of staff to discuss course of action

e Senior member of staff to phone parents/legal guardians
Member off staff leading group to phone parents only if Head, Deputy or a senior member of staff
cannot be contacted.

MINOR INJURY: TREATMENT BY STAFF
Eg: grazes, small cuts, minor bump to head

e GROUP LEADERS TO TREAT MINOR INJURIES WHEN APPROPRIATE using school First aid kit



Lost Child Procedure

Group leader will:

Ensure staff keep calm and try to prevent the children becoming anxious or worried

° Take an immediate roll call of all children.

° Establish who saw the child last and where and write this information down.

. As quickly as practical, conduct a search of the immediate surroundings, but not beyond that

° Phone 999 and inform the emergency services.

° In an indoor venue alert the security staff.

° Phone school and speak to the Head, Deputy or a senior member of staff.

Next steps:

° The senior member of staff will inform the parents who make their way to the school. This is
advised as the best place, as by the time the parent arrives, the child may have returned to the
school.

° Staff will take the remaining children back to school.

° The group leader may be advised by the emergency services to stay at the venue until they
arrive.

° Staff must not discuss any incident with the media and will refer all enquiries to the school.

Managing People in Critical Incidents
Critical incidents can be very worrying for all concerned.
Part of managing the incident is to try to keep everyone as calm as possible.

Children will be sensitive to what is going on around them. They too may be worried.

Staff caring for the children should...

o Be focussed on the children’s needs.
o NOT discuss the incident in front of them.
o Be honest with the children but also reassure them.

o Parents will feel angry and fraught. They may want to blame staff and may single out one staff
member over others; they may direct their anger at the Headteacher. When dealing with a
distraught and angry parent, there should always be two members of staff. One should be the
Headteacher and the other should be a senior member of staff.

e Staff will feel worried about the child, especially the responsible teacher or the adult assigned to
supervise the child. They may blame themselves and their feelings of anxiety will rise as the length
of time the child is missing increases. Staff may be the understandable target of parental anger.
The Headteacher needs to ensure that the staff under investigation are not only treated fairly but
receive support while feeling vulnerable.



