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Orchards CE Academy Critical Incident and Disaster Recovery Plan

INTRODUCTION
In responding to an incident the aim should always be to ensure:
· Rapid and appropriate action is taken;
· Accurate information is provided;
· Normal school routines are maintained as far as possible, giving continuity to pupils;
· Immediate, sensitive and non-intrusive support is offered to those affected.
DEFINITION OF A CRITICAL INCIDENT
An incident becomes a critical incident when it constitutes a serious disruption arising with little or no warning on a scale beyond the normal coping capacity of the school. They can be seen as situations that are beyond the everyday experiences of school life, and could be markedly distressing to a significant number of adults and/or children.
Examples of such incidents impacting on the school could include but are not limited to:
· Arson attacks on school
· Major fires at school
· Significant vandalism
· Pupil suicides and sudden deaths of both staff and pupils
· Violent attacks on pupils and staff members
· Incidents involving an intruder, believed to be armed and on the school premises
· Road traffic accidents, involving major injuries or fatalities within the school community
· Abduction and disappearances of either a pupil or staff member
· Allegations or actual incidents of abuse against pupils by staff or staff by pupils
· Incidents involving the murder of a pupil or staff member that has attracted prolonged periods of media coverage
· Floods
· If the school is used in an emergency to serve the community
· Disruption to the water supply or heating system (this could be one or more parts of the school)
· Adverse weather 
· Severely polluted air
These incidents might occur:
· On the school site during school hours or if not in school hours may require action the morning after 
· On school transport
· Whilst the pupils are taking part in activities away from the school site
· On school premises as part of an after school activity
· Within the local community involving pupils from the school or those who have previously attended our school
Using this definition as a basis for making decisions, an incident is declared to be critical following consultation between the Critical Incident Management Team (or CIMT). 
If there is any doubt as to the nature of an incident becoming critical it is always better to consult and err on the side of caution and declare such an incident to be critical.
ORCHARDS CE ACADEMY CRITICAL INCIDENT MANAGEMENT TEAM (CIMT)

The following people are identified as members of the CIMT and will take the lead in an emergency.
· Headteacher
· Deputy Headteachers
· Business Manager or School Secretary 
· Caretakers
· EVC (Educational Visits Coordinator)
PREVENTATIVE PRACTICE
Curriculum
We address sensitive issues such as death, bereavement and serious injury as age appropriate within the general curriculum; national or global incidents are also addressed during assemblies. Therefore, pupils will not have to address these issues for the first time should a critical incident of this nature occur and children are encouraged to report incidents they feel to be inappropriate in nature.  These issues are covered through studies in REand PSHCE. 
Pastoral support
We encourage an atmosphere of support and trust amongst our pupils and parents, and provide opportunities for them to talk and share their feelings. In the event of a critical incident the Wellbeing Team would provide mentoring and recommend appropriate counselling from within the school, as well as liaising with external agencies. 
Behaviour Statement
Whilst careful pre-planning and effective risk-benefit assessments minimise our pupils exposure to dangerous situations, unforeseen hazards can still occur.  In these situations we will immediately inform the children about how to proceed and require they comply with any rulings made, as indicated in the Health and Safety Policy. 
Training
During the first week of each half-term, the CIMT will meet to review their role in the prevention, management and response to such critical incidents and any recent advice from the Local Authority. Each session is followed by an opportunity to share practice and ask questions. Any updates will be shared with staff either via email or in staff meetings. 
Security
Orchards is a secure site with electronic swipe in doors, entry barrier and perimeter fencing.  We also have a badge system for staff; and have live CCTV to reduce potential for damage and vandalism.  All visitors to the school must sign in and out and are provided with a visitors badge to identify them as a visitor.  Children in school are reminded regularly not to approach anyone unknown who does not wear such a badge and to inform staff immediately. Visitor who meet all the safeguarding requirements are issued with a green lanyard; this informs staff that they are allowed to move through school unsupervised. Visitors who have a red lanyard must be supervised at all times while they are on site. When there are a significant number of visitors without a green lanyard, children are always supervised by a school representative. All staff are to remain vigilant at all times to maintain this and ensure safeguarding procedures are being followed.
ADMINISTRATIVE PRACTICES
· We maintain a list of all pupils and staff with the next of kin contact details which is held centrally at school both on computer and as a hardcopy. Back-ups can be accessed through the IT Manager.
· The critical incident cascade system and contact numbers are kept by the senior leadership team at a home address.  
· Registers are completed electronically at 8.35am each morning and 1.00pm each afternoon.
· Names of pupils who are late or leave school early are recorded in a book in the office.
· We operate a signing in and out procedure for all visitors and volunteers in the school.
· Details of emergency evacuation procedures are displayed in all areas of the school site (see fire evacuation plan)
· Currently staff sign in and out. 
Planning for educational visits
· We follow the local authority, DfES and NCC guidance when planning and organising school visits which is recorded on Evolve (see separate educational visits policy).
· All supervising adults carry details of the members of the party and a list of contact numbers (including the other adults’ mobile phones and school numbers).
· We hold additional insurance for all school visits.
· We use Evolve to assess and manage risk on visits and residential. 
Health and Safety
· All relevant school policies will include reference to health and safety procedures and how these relate to the teaching and organisation of the subject.  This is particularly pertinent for the physical education, design and technology and science subjects.
· We follow NCC guidelines on the testing and maintenance of equipment, fixtures and fittings. All electrical, PE and fire-fighting equipment are inspected and tested annually.
· We follow regulation for the storage and security of potentially hazardous substances and chemicals.
· We conduct regular health and safety checks on the buildings and sit as a whole, with any potential dangers being reported and dealt with.  Risk assessments are carried out and action required is carried out using a system of prioritisation. (see Health and Safety Policy)



DEALING WITH AN INCIDENT
The emergency services should be contacted immediately if it is deemed necessary. At this stage, it may be most appropriate to take whatever urgent action is required to ensure the safety of others (i.e.evacuation). As soon as possible, the Headteacher (or Deputy) will start to keep a simple log of all events and actions. The Headteacher will communicate with the Trust and emergency services, leaving the school’s two phone lines free for incoming calls from the school community (the same procedure should be used for keeping contact with off-site parties if they have been involved with a critical incident). 
In the event of a critical incident there should be structured and staged approach where response to the incident will be considered:
· Immediately
· In the medium term
· In the longer term
The following procedures will take place in responding to a critical incident:

Issues requiring immediate action
· Gather information
· Call a meeting of the CIMT for briefing
· The base for the CIMT to operate will be the main office, unless evacuation is required in which case it will be the main muster point at the front of school (Cherry Road end)
· Contact families whose relatives are or may be involved
· Prepare general information for all parents, staff and governors
· Brief school staff, pupils and governors including updating Facebook and the school website
· Brief media
Issues to be dealt with as soon as possible
· Ensure continuing support for the needs of the pupils, staff and relatives of those involved in the incident is planned for
· Provide a focus point (ie noticeboard) for expressions of sympathy if appropriate
· Provide regular information updates
Action extending over time
· Continue to share information and advice about what has happened
· Acknowledge the consequences of the event on the schools community, their reactions and feelings
· Provide opportunities for pupils and staff to express personal reactions, including accessing further support if required
· Consider overall response of the school
· Re-establish normal school routines






CONTACT WITH STAFF, PARENTS, CARERS AND PUPILS
It is important to have a staff cascade telephone list to enable staff to be informed of a critical incident if this occurs out of school hours. Parents and carers will be contacted promptly, but the way in which this is done will depend on the nature and scale of the incident.  Contact may be made in person or by telephone, email, website, Facebook or Newsletter.  In very serious circumstance, it may be appropriate for the police to make the initial contact.
Before making contact with parents:
· The Headteacher will confer with those who will be making contact about what to say, possibly rehearsing the message first.  We will limit comments to the known facts, and not speculate on the causes or responsibility for the crisis.
· A log will be kept of those parents who have been contacted/contacted us noting the date and time of the call, the number called and the person who was spoken to (or if there was no answer).  
Pupils will be told simply what has happened, in the smallest groups possible where appropriate.
Children and parents will be informed by the end of the day if the school is to be closed.  As far as possible the schools normal routine will be followed to maintain security and continuity for the children.
In the event of a death or serious injuries, the Headteacher will maintain close contact with the families involved and make arrangements for representation at funerals, respecting the views customs and wishes of the parents.
PROTECTION FROM PUBLICITY
An important task is to protect the children, parents and staff from intrusive publicity. Press and television will not be given access or permission to enter the school premises or to the pupils and staff.  One of the Headteacher’s first tasks on hearing of a crisis is to contact DEMAT’s press and publicity officer Jacqueline Mc Camphill. All enquires by the media will be directed through the headteacher or JC who will give factual information to the media whilst maintaining the privacy of the staff children and parents.
DEALING WITH AN OFF-SITE INCIDENT
· If an incident happens off-site the Headteacher will arrange for all contact with the group to go via the school.  If necessary the Headteacher, with advice and help from the police and DEMAT, will arrange to bring the children home
· The leader of an off-site visit may need to act as in ‘loco parentis’ to authorise emergency medical treatment.  However, they may only do so if every reasonable effort has been made to contact the parents.
SENSITIVITY IN THE LONGER TERM
The whole school will be affected by a tragedy.  The Headteacher will arrange de-briefing sessions for directly affected staff, check that the procedures are in place for monitoring staff and pupils, and activate strategies for allowing involved or effected persons to express their feelings if they wish.  In the case of prolonged absences of anyone injured in an incident, the Headteacher will ensure that a member of staff makes contact with the child or colleague at home or in hospital, and subsequently make sensitive arrangements for their return to school, and thereafter check that the monitoring procedures are in place.  Consideration must also be given to arrangements for a special assembly or memorial service.  In the longer term, the Headteacher may need to introduce strategies to continue to monitor vulnerable pupils and staff, consult and decide on whether, and how, to mark anniversaries, and to ensure that the new staff are aware of which pupils/staff were affected and in what way.
SUMMARY OF ACTION PLAN
	TASK
	RESPONSIBILITY
	TIMESCALE

	Obtain immediate information at the start of the crisis
	Headteacher supported by Deputies and HR Manager
	Immediately

	Call the emergency services
	Headteacher or representative
	Immediately

	Take whatever immediate action is needed to ensure the safety of others.
	CIMT
	Immediately

	CIMT to meet to decide on next steps to be taken
	CIMT
	Within 1 hour

	Establish links with DEMAT and Chair of Governors
	Headteacher or representative
	Within 1 hour

	Contact families
	Cascade system
	Continue until all informed

	Call staff briefing if required
	Headteacher supported by Deputies and Business manager/ School secretary
	ASAP

	Inform children in class if appropriate 
	Class Teachers
	As appropriate

	Arrange de-briefing for children involved
	Class Teachers supported by the Wellbeing Team
	Same day if practical

	Arrange de-briefing for staff involved
	Headteacher supported by Deputies, Wellbeing Team and Business manager/ School secretary
	ASAP

	Identify high risk children and staff
	Class Teachers supported by the Wellbeing Team
	ASAP
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