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INTRODUCTION

This plan has been prepared and agreed by the staff and Governors of Gamesley
EEC to assist in dealing with an emergency situation that affects the school
community.

This plan relates to an event which may involve:

. the safety of children and/or staff

. the school premises

« a serious accident involving children and/or school personnel on or off the
premises

. the death of a child, staff member or governor

. aviolent intrusion onto school premises (eg an armed intruder or a bomb alert)

. extensive damage to school premises

. cyber-attack disabling systems or resulting in a significant loss of information.

. the release of hazardous substances near or on the school site

. a crisis which might affect the public reputation of the school

It also considers where the headteacher believes that the school will benefit from
receiving additional support or, where the community in which the school is based is
affected by an emergency.

The school emergency plan aims to:

. Mmaintain the safety of, and provide support to, all children and staff affected by an
incident

. Mmaintain the normal running of any parts of the school not affected

. return the whole school to normal as soon as possible

The plan provides generic guides to actions that should be considered by the
headteacher, her nominated deputy, and the critical incident management team
(CIMT) in case of an emergency in school or the local community, or on an
educational visit.

The plan covers procedures for an incident occurring in school time and out of
school hours, weekends and during school holidays.

Important Action Points

- Review the plan and its content at least once each year

. Keep the plan up-to-date regarding personnel

« Ensure staff know their roles

. Keep the school's contact list near to the phone in case it becomes necessary to
activate the plan
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ACTIVATION

Information about an incident may come from a staff member, pupil, parent, the
emergency services or the local authority.

Whoever receives the alert should ask for, and record, as much information as
possible:

Name of the person informing
of the incident

Details of the incident

Who else has been informed
(eg emergency services etc)

Exact location of the incident

Details of any casualties

Any action taken so far

Name of contact at the scene

Number of contact at the
scene

What assistance is needed

Immediately inform the Headteacher or Deputy/nominee
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Responsibilities/Checklist of Initial Action by Headteacher or

Nominee
RESPONSIBILITIES
. take charge of events

. draw up an action plan for the specific incident
. delegate responsibilities and give task sheets to the chosen person

« consult with the Police and the person responsible for liaison with the media about
the release of information to students, staff, parents/carers, general enquiries and

the media
. establish a crisis team meeting place, close to the incident control point

Action to be taken

Ascertain details of incident

v when
complete

Take immediate action to safeguard pupils and staff where necessary

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

Be prepared to give the following information:

. Emergency Service(s) 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

Log all communications and actions

Notify:

Derbyshire Emergency Planning Team
Office hours: 01629 538364

Out of office hours: 01629 533085 (ex-dir)
Ask for the Duty Emergency Planning Officer

THESE NUMBERS SHOULD ONLY BE USED IN AN EMERGENCY - DO NOT GIVE
THEM TO THE PRESS, PARENTS/CARERS OR PUBLIC

THE EMERGENCY PLANNING TEAM CAN PROVIDE RESOURCES TO ASSIST
DURING EMERGENCIES

Assemble a critical incident management team from pre-identified staff

Refer to the list of emergency contact numbers in Appendix 1 for
additional support if required
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Where possible, avoid closing the school and try to maintain normal
routines




Critical Incident Management Team (CIMT)
The CIMT will comprise:

. Headteacher

. Deputy Headteacher

« Chair of Governors (where contactable/available)
« (Others as determined by school)

Base for Critical Incident Management Team

The base for the CIMT will be the Headteacher's office where it is still possible to use
this. The reserve on-site location will be the staffroom. In cases where it is not
possible to use the school premises as a base, the CIMT will make use of Gamesley
Primary School.

NB: (In schools where it is not possible to designate a base for the CIMT, contact

should be made with the County Council's Emergency Planning Team who can help
to arrange temporary accommodation, where necessary).
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IMPLEMENTATION

Headteacher or Nominee

ALED
complete

Action to be taken

Ensure that accurate, factual information is available for those arriving at
the scene

Liaise with the local authority, police, fire and ambulance services, and
other agencies who may become involved

Act as the main contact to co-ordinate the response

Inform the chair of governors

Inform all staff, and parents/carers of injured pupils

Decide how to inform other parents/carers of injured pupils

Ensure all staff maintain a log of actions and decisions

Allocate tasks to members of the CIMT as appropriate

Provide regular briefings for staff

Continue to liaise with the local authority and the emergency services

Try to maintain normal routines as far as possible

Inform staff involved to prepare a written report of their involvement,
noting events and times

Inform the LA health and safety consultant who will advise on reporting
procedures, and inform trade unions if necessary

In the event of serious injuries or a fatality, the Health and Safety
Executive should be informed by the quickest practicable means in line
with the departmental accident reporting guidance.

Continue to allocate tasks to members of the CIMT as appropriate
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Welfare

Action to be taken

Secure the immediate safety of pupils and staff - this may include
evacuation or keeping pupils and staff inside the building (sheltering)

v when
complete

Establish the location of all pupils, staff, and visitors using timetables,
registers and the visitor's book, and make a list of those unaccounted for

Establish a staff rota and ensure that staff take regular rest periods

Identify those pupils and/or staff who are badly affected, and who need
extra support

Make arrangements for reuniting pupils with their parents/carers

Take account of religious and cultural factors, and consider contact with
leaders of local faith communities

Communications

Action to be taken

Consider emergency communications needs

v when
complete

Dedicate lines for incoming and outgoing calls and arrange extra support
for reception.

Line to be used for incoming calls only:

Line to be used for outgoing calls only:

Arrange for the staffing of switchboard/telephone

Inform pupils, in groups as small as practicable, considering the best
way to impart worrying or tragic news (advice is available from the
educational psychology service)

Inform parents/carers of children not directly involved in the incident, as
decided by the headteacher or nominee - use any existing arrangements
for contacting parents/carers quickly and efficiently

Receive visitors to the school, ensuring they sign in and out and are
issued with identification badges
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Ensure that staff are fully briefed on facts and are aware of what
information can be released

Media

Action to be taken v when

complete
Ensure that any media access to the site, staff and pupils is controlled

In a major emergency, the police will deal with the press and prevent
access to the school

Liaise with and co-operate with the media and to answer their queries,
as appropriate

Liaise with the LA communications division to prepare a press
statement, to be agreed by the headteacher and Executive Director of
Children’s Services, and to decide the ongoing strategy for dealing with
the press

Be aware of the potential problems caused by the spread of
misinformation through pupil and/or staff use of mobile phones

Provide basic information about the school (see Appendix 2)

Be prepared to be interviewed by the press if necessary and agreed

Liaise between the press and those affected about interviews - seeking
permission from parents/carers/guardians of any students involved in
interviews. Any students involved in interviews should be supported

Advice for Official Spokesperson(s)

x DO NOT speculate - your interpretation or understanding can and probably
will be exaggerated or quoted as hard fact

x DO NOT give any fact unless you are certain it is correct

x DO NOT say "NO COMMENT" - it can be taken as a negative answer which
could be inaccurate and lead to difficulties later

x DO NOT be afraid to say "I DO NOT KNOW"

v DO have the confidence in yourself and your command of the situation to take
a positive attitude towards the media

v DO inform the Press Officers of any development which may assist them and
of any journalist you suspect of acting inappropriately.
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v If you know that everyone is safe and well, or those parents/carers of injured
children have been told - say so as soon as possible - it stops other panicking.

NB: PUPILS SHOULD NOT TALK TO THE MEDIA UNLESS ARRANGED BY

STAFF/PARENTS/CARERS AND THEN ONLY WITH WRITTEN
PERMISSION FROM PARENTS/CARERS

Resources

Action to be taken

Ensure access to site for emergency services

v when
complete

Open/close parts of school as required, and turn off water, gas and
electricity supplies if necessary

Ensure the security of the school premises

Establish a safe and secure base for the CIMT

Check that all available communications and office equipment are
working (phones, fax, copiers), in:

« School Office
« CIMT Base
. CIMT Alternative Base

Arrange a place to receive parents/carers and children involved

If necessary, evacuate the building in accordance with the School Fire
Procedures

Ensure that parents/carers do not take students away, unless directed to
do so

Consider relocation to other premises

All other teaching and non-teaching staff

Action to be taken

v when

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

complete

Be ready to respond to any potential hazard in and about the site

Maintain a calm atmosphere
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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
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EMERGENCIES DURING EDUCATIONAL VISITS

The Emergency Contact (member of senior leadership) should be informed by the
visit leader as soon practicably possible

Initial Action by Headteacher or Nominee

. Maintain a written record of your actions using this check list and attached log
sheet

. Offer reassurance and support.

. Be aware that all involved in the incident, those at the school and you, may be
suffering from shock or may panic.

. Find out what has happened. Obtain as clear a picture as you can - who informed
you of the incident? (Usually the group leader)

. Remind the visit leader to follow the checklist or Emergency Action Card for visit
leaders on educational visits (see Appendix 7/ or OEAP Emergency Action Card
https://oeapng.info/download/1252/)

. Remind the visit leader that restricting student phone use may be necessary

« Record the details of the off-site activity/visit during which incident occurred

Location and
nature of
activity/visit

Name of person in
charge of visit

Telephone
number(s)

Number of people | Pupils
on the visit

Teachers

Other
adults
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https://oeapng.info/download/1252/

Date and time of
incident

Location

What has
happened?

People affected

Name

Injury

Where they are /
will be taken

Emergency
Services involved
and advice they
have given

Names and
locations of
hospitals involved

Arrangements for
pupils not directly
involved in the
incident

Name of person in
charge of your
group at the
incident

Telephone
Number(s)

. Depending on the scale of the incident, consider assembling a CIMT to assist with

the response
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Initial Action List for CIMT

. Inform school staff as appropriate, depending on the time and scale of the incident

. Consider emergency communications needs. Dedicate lines for incoming and
outgoing calls and arrange extra support for reception.

. Immediately inform parents/carers of any injured pupils of what has happened and
where their son/daughter is, recording what their plans are, eg to travel to their
son/daughter, any assistance they need and any means of communications with
them (eg mobile phone number).

. In event of a major incident the police may give advice regarding naming badly
injured people or fatalities. You may also need to inform next-of-kin of any staff
who have been involved.

. Inform parents/carers of any other pupils on the visit but not directly involved in the
incident.

 Parents should first hear of the incident from the school (or from the visit leader),
not from hearsay or from the media. This may be difficult as students on the visit
will have mobile phones and social media access. Information given must be
limited until the facts are clear and all involved parents/next of kin are informed.

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

« Inform the chair of governors/trustees.
. Contact the local authority: Derbyshire Emergency Planning Team

Office hours: 01629 538364
Out of office hours: 01629 533085 (ex-directory)

Ask for the Duty Emergency Planning Officer

THESE NUMBERS SHOULD ONLY BE USED IN AN EMERGENCY - DO NOT GIVE THEM TO
THE PRESS, PARENTS/CARERS OR PUBLIC

Support available from the Emergency Planning Team could include:

o assistance at school or at the site of the incident by local authority officers,
and/or others

o communications support, including public telephone helpline where appropriate

o help with arranging travel and transport between the incident, parents/carers
and the school help with media management, including press statements and
interview briefing
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o for an incident occurring in another UK local authority, establishing links with
that authority or, for an incident occurring abroad, communication via the
Foreign Office, to British Consulate, foreign police, etc

. if necessary, introduce controls on school entrances and telephones

. at least initially, the school is advised to avoid responding to media enquiries and
direct these to the public relations division

. liaise with the public relations division as early as possible, and work with them to
prepare a press statement

. arrange a quiet space to receive parents/carers of the children involved as they
arrive at the school

Medium term actions/considerations

. If the visit is abroad, and the incident results in substantial medical or other
expense, the risk management section at County Hall or any other insurers used
should be informed as soon as possible

. Inform pupils and staff at school and their parents/carers. Decide what information
you should give. Remember that information given must be limited until the facts
are clear and all involved parents/carers/next of kin are informed

. In the event of a tragic incident, consider seeking support from the educational
psychology service about the best way to inform pupils and to support them
afterwards

. Staff and pupils should be told to avoid talking to the media or spreading the story
unnecessarily (particularly via use of mobile phones)

. Inform all staff involved to prepare a written report noting events and times. Inform
the LA Health and Safety office who will advise on reporting procedures and inform
trade unions if necessary.

. In the event of serious injuries or a fatality, the Health and Safety Executive should

be informed within 24 hours. Staff may wish to submit draft reports to trade union
legal officers
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POST INCIDENT CARE AND SUPPORT

Post-incident care is aimed at helping individuals to understand their feelings
following an emergency and to identify sources of future support. The overall aim of
the support is to help people in a way that will reduce the possibility of them
developing post-traumatic stress disorder.

It is worth giving some thought to how the topics of loss, bereavement, risks/safety
and change are covered in the curriculum. Schools where these topics are
discussed openly, and treated as normal life events, are likely to find it easier to cope
when a difficult or tragic incident occurs.

Remember to consult with parents/carers following an incident. It is important to
communicate with parents/carers of pupils who have been involved, and ensure that
their needs and wishes are taken into account.

The Education Psychology Services will provide appropriate care and support to
those affected by a major incident in the school community. Dependant on the scale

and nature of the incident the Crisis Support Team could be deployed to support the
work of the Education Psychology Services.

STAND-DOWN AND RECOVERY

Recovery Plan Checklist

As soon as possible after the emergency:
. Liaise with parents/carers regarding plans for attendance at funerals

. Liaise with parents/carers regarding plans for attendance/representation at
memorial services

. Arrange debriefing meetings for staff and pupils

. Arrange debriefing meetings for the headteacher and CIMT
. Identify and support high-risk pupils and staff

. Promote discussion of the emergency in class

« Consider the need for individual or group support

. Help affected pupils and staff to come back into school

. Initiate a review of the school emergency plan, evaluating the school’s response
and feeding in any lessons learnt

In the longer term:
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Consult and decide on whether and how to mark anniversaries

The impact of some incidents can continue for years, so thought may need to be
given to ongoing identification and support measures for both pupils and staff who
are affected

Remember that legal processes, enquiries and news stories may bring back
distressing memories and cause upset within the school

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