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Section 1 Critical Incidents   
 
• Introduction 
• Preventative Measures 
• Preparations for responding to an emergency 
• School Critical Incident Information Checklist 

 
 

Introduction 
 

This plan is intended to provide guidance and a response and recovery plan for use 
when a Critical incident occurs at Sherfield School. 

 
Critical Incident – Definition 
A critical incident is one that is likely to cause: 
Immediate or delayed emotional reactions in large numbers of staff, pupils and parents, 
surpassing their normal coping mechanisms and/or serious disruption to the running 
of the school and/or significant public/news media attention on the school. 

 
Incidents that could affect schools 
• The death of pupils or members of staff through natural causes such as illness, an 
   Accident, or by a deliberate act of violence 
• A fire or explosion in a school 
• Deaths or injuries on school outings 
• Incidents involving children and staff from many schools 
• Civil disturbances including terrorism 
• Outbreak of a communicable illness or disease 
 

Critical Incident Plan – Scope and purpose 
The aim of this plan is to encourage and support pre-planning to help reduce the impact 
of an Incident, and provide a pre-planned course of basic actions. 
This plan is not intended to be prescriptive or to attempt to cover all possible events. A 
major fire at a weekend, a serious accident on a school trip, or an outbreak of a 
communicable Illnesses each require different types and scales of response, and will 
involve different agencies. 
 
It is not possible to plan for every eventuality, and it would be a mistake to plan based 
on the most recent or most publicised experiences. Occurrences may arise which could 
not have been foreseen or may not have been considered. 
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In a crisis a central objective will be to safeguard the safety of pupils and staff, ensure 
the Head teacher establishes early control, in partnership where appropriate with 
GEMS head office and other agencies, minimise disruption, and to recover a full 
educational programme as quickly as possible. 
 
This plan aims to: 
• Provide practical guidance and reference during such an event 
• Provide checklists to enable the school’s management team to respond to an incident 

in an appropriate and logical way 
 
Provide advice on: 

 The response by Sherfield School and other agencies. 
 Responding to the reactions of pupils, staff, parents and others who may be 

affected by the emergency. 
 Responding to the news media. 

 
Where Sherfield SMT has anticipated a major critical incident and made plans for 
managing a response, it is likely to handle an actual event more effectively and 
confidently. The response to a crisis will be more assured when Sherfield senior 
management team knows: 
• Who will assume key roles 
• That checklists and procedures are in place 
• That contact lists are accurate 
• That there is a framework for liaison and communication 
• That there are some developed skills to draw on. 
 
A correctly prepared plan will reduce anxiety in the period immediately after an 
incident, making it easier to cope with the situation and to resume normal day-to-day 
activities ASAP. 
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Preventative Measures 

 
The Head Master and GEMS Head Office must ensure all appropriate preventative 
measures are taken to minimise the risk of an incident occurring: 

 Fire precautions, as required under the Fire Precautions (Workplace) Regulations 

 Maintenance of first aid fire fighting equipment 

 Maintenance of fixed fire fighting equipment where fitted 

 Maintenance of smoke detection systems where fitted 

 Maintenance of automatic fire alarm systems 

 Appropriate insurance and liability policies 

 Health & Safety at Work Workplace Risk Assessments 

 School Security Policy and Security Strategy 

 Infection control procedures 

 Anti bullying policy and procedures 

 Procedures for identifying and responding to behavioural issues 

 
Emergency Procedures 
 

 The Head Master and GEMS Head Office must ensure that relevant emergency 
procedures are in place and tested regularly: 

 Fire and emergency evacuation procedures 

 

 
Preparations for responding to an emergency 
 

Head teachers, in conjunction with GEMS, must co-ordinate the following actions: 

 
Plan Preparation 

 Review the enclosed checklists in the context of existing procedures 

 Identify three Critical Incident Managers: The Head Master and two other senior 
members of staff  

 Identify other members of the Critical Incident Team 

 Complete the Critical Incident Information checklist at the end of this section 

 Make all staff aware of the names of the Critical Incident Managers 

 Undertake a review of the plan at least once a year. 
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Communications 
 

 Identify in advance a Control Point for incidents. It is recommended that the 
Head Master’s Office (sport hall if necessary) be used, however, an alternative 
area should be identified if this is not available. The Control Point should have 
telephone and fax facilities. 

 Ensure that all staff, including support and temporary staff, can be notified as 
soon as possible. 

 If possible, a separate line or a mobile phone should be identified for making 
outgoing calls only. (This might be a mobile phone, or a line that cannot take 
incoming calls, and should be enabled to allow international calls). 

 If possible, maintain one or more phones for use by the team handling the crisis 

 Identify members of staff who can respond to enquiries from the news media 
and if additional training is required.  

 A mobile phone should be carried on all off site activities, and a member of staff 
at the school nominated as a contact person for the off-site group. 

 
For trips abroad: 

 Check with the phone provider that the phone will operate in all areas travelled 
through or visited. 

 Take emergency contact details: School, Insurance Company, nearest British 
Consulate. 

 

Schools Critical Incident information checklist 
 
A Critical Incident Information Checklist is contained at the end of this section. 

 Up-to-date information must always be available on and off site and readily 
accessible 

 Nominated Critical Incident Managers and other key staff must be provided 
with this information 

 Due to the sensitive nature of much of the required information, those in 
possession must ensure it is secure at all times 

 If the information is maintained on a computer disc it is essential that the disk 
holders have ready access to a computer 

 

Critical Incident Team 
The School SMT details must be completed in Section 2 and regularly updated. Copies 
must also be held in plans held by other members of the Critical Incident Team. 
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Testing the plan 
 
The Head Master must regularly exercise important parts of this plan and supporting 
procedures to assist in familiarisation of plans and related procedures, e.g. 

 Notification/cascade exercises 

 Fire drills 

 Evacuation procedures 

 Exercises should not be too realistic to prevent causing distress to those taking 
part 

 Learning points from exercises should be incorporated into the plan 
 
 
 
Critical Incident Manager 
 
1     RICHARD JAINE (Head Master) (LEAD) 
 
Critical Incident Manager 
 
2    GREG MEAKIN 
 
Critical Incident Manager 
 
3    TERRY PETERS 
 
Critical Incident Manager 
 
4    IAN GRIFFITHS 
 
Critical Incident Manager 
 
5    OLWEN WRIGHT  

 
Other 
Critical Incident Team contacts 
Telephone numbers of all GEMS STAFF 
Names and contact details of key holders 
 
Location of additional telephones for outgoing calls Reception 
 
Location of pupil and next of kin contact details Reception 
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Details of pupils and staff on school outings Facilities’ Office/Reception 
 
Contact details of people, groups or organisations that visit or use the school. Reception 
/IG’s Office 
 
Contact details of suppliers and contractors used by the school This Report 
 
Student records THE COTTAGE (for Pre-Prep & Prep), DEPUTY HEAD’S office (for 
Senior School) 
 
Location of keys for school vehicles Facilities’ Manager 
 
Premises information – Site plans, isolation points, chemical storage areas This Report 
 
Copy of Asbestos Log Facilities’ Manager 
 
School bank details Finance Administrator 
 
Insurance details including contact numbers Finance Administrator 
 
Back up disks for critical accounts and hard drive Head of ICT 
 
 
 
 

Critical Incident Team 
 

School Critical Incident Team 
In the event of a critical incident, the Head Master must establish a Critical Incident 
Team to manage the response to the incident. 
Contact details of the school’s Critical Incident Team Members, and other staff are 
contained at the end of this section. This list must be reviewed and updated at least 
once per term. 
 

School Critical Incident Team - Roles and Responsibilities 
People-Related 
Property-Related 
 
School Critical Incident Manager 
• Co-ordinate the overall response to the incident 
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• Re-establish education and school administration processes 
 
School Management representative (staff) 
Responsible for staffing issues 
 
Site Management representative (premises) 
Responsible for site management issues 
 
School Administrative Support 
Provide administrative support to the Critical Incident Team 
 
Children’s Services 
Co-ordinate Children’s Services response 
 
Human Resources 
Liaise with school management team regarding support to Staff 
 
Communications Team 
Provide support in response to the news media 
  
Environmental Health 
Advise/respond to incidents involving communicable illness or disease in liaison with 
the local Health Protection Unit, e.g. investigation, contact tracing, arrangements for 
disinfection. 
 
Health and Safety 
• Provide Health & Safety advice/support 
• Liaise with Health & Safety Executive 
 
Insurance 
• Liaise with insurance loss adjusters 
• Provide support with and/or co-ordinate insurance claims 
 
Building Control 
• Inspection of buildings to assess safety 
• Enforcement powers to make safe 
 
IT Services 
Co-ordinate communications and IT support 
 
Emergency Services 
Police – Public safety, preservation of the scene, public Order 
Fire – Control of fire scene, making safe, rescue of Casualties 
Ambulance – Treatment and transport of casualties 
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School Critical Incident Team – Contacts 
• Copies to be given to other members of the school’s Critical Incident Team 
• Review at least once per term 
 

Emergency Contacts  
This whole school contact list (kept at Reception) is used as a fail-safe system. The first and 
preferred option for contacting parents is via the SMS system and thereafter via the school 
website, numbers for which are automatically updated from the school’s management 
information system. The first and preferred option for contacting staff is via SMS and email.  
 
Report of all telephone numbers to be printed and hard copy kept with Facilities Manager, HR 

Manager and Head Master. 

Management 
 
 

 

HEADMASTER

Richard Jaine

HR

Sandra Faulkner

ADMISSIONS Marketing

FACILITIES

Ian Griffiths

HEAD OF 
PREP/EYFS

Greg Meakin

Year Heads/Heads of 
Section

Enrichment

Welfare & 
Safeguarding

DEPUTY 
HEAD/DIRECTOR OF 

STUDIES

Terry Peters

HODS Teachers

Boarding
House Parent & 

Tutors

HEAD OF 
SENIORS

Olwen 
Wright

Year Heads Tutors

FINANCE

Toni Wickens

OPERATIONS

Jo Quinn

Catering

Transport

Hire
IT

Ashley Scammell
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Staff – Upper School 

 

 

 

 

 

Director of Studies

(Terry Peters)

HoD PE

Adam Gibson
PE STaff

HoD English

Alexsis Fitzpatrick
English Staff

HoD Maths

Tracey Brown
Maths Staff

HoD Science

Paul Gembidge
Science Staff

HoD IT

Gwyn Koekemoer

HoD History

Peter Booth

HoD Performing Arts

Matthew Reynolds
Theatre Tech staff

HoD Geography

Rosie Taylor/Zoe Neville
Geography Staff

HoD Languages

Nick Geering
Languages STaff

Senior Art Coordinator, 
Head of Psychology

Sarah Harris

Artist in Residence

Russell Bignold

Head of DT

Rodney Mounsdon  

Head of PCHE

Claire Holliman

HoD Music

Ilana Bennett

Perri Music Teachers

Music Tech Staff

Bus/Economics

Pascaline Noonan
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Pastoral 

 

 

Staff – Prep School 

 

Head of Seniors

Olwen Wright

Head of Sixth Form

Zoe Neville-Harris
Year 12 & 13 Tutors

Head of Year 11

Sarah Harris
Year 11 Tutors

Head of Year 10

Claire Huyton
Year 10 Tutors

Head of Year 9

Ryan Lock
Year 9 Tutors

Head of Pre-Sessional

Tiphaine Monsauret
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Boarding 

 

 

 

 

Enrichment 

 

Head of Boarding

(Terry Peters)

House Tutors

Kiean Jones, Nick Geering, Saami Al-
Khamiri, Ottavio Parlagreco,

John Parnham

GAPS

House Parent (pastoral)

Andi Williams

i/c Boaders Academic

Tiphaine Monsauret

Head of 
Enrichment

Greg Meakin

Head of Senior 
Enrichment

Sophia Lucas

Senior Enrichment 
team

Head of Prep 
Enrichment

Heather Symons

Prep Enrichment 
team
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 IT 

 

 

GEMS UK IT 
Support

(Ashley Scammel)

IT Support 
(Sherfield)

Ben Head

GEMS UK second 
line support

Barry Buzzard
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 Administration

 

 

 

 

 

 

 

 

ADMINISTRATION

All report to Head 
Master

PA to Head of 
Prep

Felicity Stringer

Exams officer

timetabling

Head of 
Admissions

Jane Lovell

marketing

Head's PA

Holly Symington

site hire/holiday 
clubs

Reception Staff

Finance

Toni Wickens

School Nurse

Alison Smith

HR

Sandra Faulkner

Operations

Jo Quinn

transport

Catering

CleaningPrep Admissions/
Partnerships

Saami Al-Khamiri
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Catering 

 

 

Facilities 

 

 
 
 
 
 
 
 
 
 

Catering

Sue Jowsey

Catering 
Staff

Head Chef

Facilities Manager 
Ian Griffiths

Gareth Heywood Chris Head Contractors

Assistant Manager 

Dale Smith
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BUSSINESS CONTACTOR  NAME TELEPHONE NUMBERS 

   

ELECTRIC SUPPLIES AC ELECTRICAL 01189739422 

KITCHEN WHITE 
GOODS  

AJW EQUIPMENT 01489891550 

NAPPY BINS ALBANY 08703665777 

WATER BORE HOLE 
PUMP 

ALLSEBROOK 01491680628 

WATER SUPPLY AQUAID 01672564111 

FIRE ALARM BASINGSTOKE FIRE PRO 01256323733 

NETWORK ITC BOB JEEVES ENTROPIE 01234242413 

BOILER S BOILER SERVICE 0797728697 

BUILDING SUPPLIES BUILDBASE 01256352222 

LPG SUPPLY CALOR 0845 7 444 999  

SWEEP CHIMMEY SWEEP 01256770669 

KITCHEN REPAIRS CHURCHES 01962844488 

SKIPS CLEMBINS 01189883282 

ELECTRIAN CROOMBS ELECTRIC 01256357923 

OIL SUPPLY WESSEX 02380884010 

MINIBUS REPAIR GARAGE 01256882271 

BLOCK DRAINS FREE DRAIN 07973298781 

BUILDING SUPPLIES JEWSONS 01256841464 

CLEANING SUPPLIES JMS  01293783650 

OIL TANKS KD TANKS 01672841517 

MOWER REPAIR KG MOWERS 01962870254 

KILN REPAIR KILNCARE 01633271455 

OFFICE SUPPLIES THREE D 01189207084 

GROUNDWORK  TLC  07860806966 

BUILDER TRUANNE 07768333707 

SCHOOL TRANSPORT OAKVIEW 01256 334500 

CLINIC BINS PHS  02920851000 

RAT CATCHER PROKILL 08707704771 

ELECTRIC SEB 08457708090 

SECURITY ALARM SECOM 08448001260 

TEMP CLASSROOMS POTACABIN 08454010010 

INSURANCE   

WASTE COLLECTION BASINGSTOKE 
COUNCIL 

01256  844844 

MEDIA LOCAL BASINGSTOKE GAZETTE 01256 461131 

RADIO LOCAL KETRAL FM 01256 694000 

RADIO LOCAL HEART  0845 481 00 11  
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Section 3  Critical Incident Response 
IF AN INCIDENT OCCURS: 

• Assess the situation 

• Remove people from danger 

• Make sure other people are safe from danger and looked after 

• Render first aid to casualties 

• Call the emergency services as required and provide the following 
Information: 
 
 precise location (including Post Code) 
 Description of the incident 
 Time of the incident 
 Number of casualties 
 Nature of injuries 
 Total number in the party (if an off-site trip) 
 Your name and telephone number 
 The name of the school 

 

Section 4  Immediate Action Checklist  

 
• Actions contained in these checklists are not prescriptive, nor exhaustive, but serve as 
guidance for the response to an incident 
 
• School Critical Incident Manager must allocate tasks to other members of staff for 
completion 
 
• More than one checklist may be required 
 
• Not all tasks will be required in all situations 
 
• Record all key decisions and actions on an incident log 
 
• At least one member of staff should be nominated to check actions are completed and 
Maintain an overview of the situation 
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  Critical Incident 
 

  Safety of staff, pupils, parents, or members of the public affected 
 

  Incident in school time 
 

  Incident outside school time 
 

  Incident off-site (school trips) 
 

  Casualties 
 

  Information Strategy 
 

  Communication Arrangements 
 

  Incoming Calls 
 

  Information for Staff 
 

  Information for Pupil 

  

  Informing Next of Kin 
 

  Reuniting Families 
 

 
MAINTAIN A RECORD OF ALL KEY DECISIONS AND ACTIONS TAKEN 

 

CRITICAL INCIDENT 
Initial Action    
Safety of staff, pupils, Parents or the public affected: 
 
Call Emergency Services 
 

 Liaise with emergency services Incident Officers 

 The emergency service will establish an Incident Control Point 

 If the site is declared a scene of crime it will be under the control of the Police 

 If a fire has occurred, the area affected will be under the control of the Fire and 

 Rescue Service until the fire is extinguished and the site made safe. 
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Initial Action  
 
Injury or death – Call Ambulance and Police 
• Assess the situation 
• Make sure other people are safe from danger 
• Render first aid 
• Liaise with emergency services on arrival 
 
Fire or explosion – Call Fire, Police, Ambulance. Action should be taken in accordance 
with the schools’ fire and evacuation procedures 
 
Airborne contamination affecting the school, e.g. smoke, chemicals, radiation 
 
Unless or until notified otherwise by the emergency services or other means of 
communication, initial action in such an event is: Go in! Stay in! Tune in! 

• Go indoors and stay there until you are told it is safe to go outside – if possible shelter 
in parts of the building furthest away from the direction of the contamination 
• Close windows, doors, and ventilators. 
• If safe to do so, switch off air conditioning systems drawing air from outside the 
building 
• Do not use the telephone unless you urgently need help 
• Do not eat opened or uncovered food or drink 
• Wash all utensils before using 
• Wash hands before preparing food 
• Do not use produce that has been stored outside 
 Carry out Roll Call 
 Report missing persons to emergency services 

INCIDENT IN SCHOOL TIME 
Initial Action  
 

 Decide whether to keep pupils in school or send home 

 Consider disruption to next days school routine 

 Consider announcements via the local news media 

 INCIDENT OFF-SITE (E.G. SCHOOL TRIPS) 
INCIDENT OFF-SITE - Initial Action – Off-site 
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Initial Action –off School  
Supervise and support remainder of the group Arrange for their return to off-site base 
Liaise with emergency services one person to remain at the incident to assist or liaise 
with the emergency services. 
Contact off-site base to communicate with other staff in party. 
Liaise with Tour Operator/Travel Company Confirm what arrangements are being 
made by the Tour Operator/Travel Company. 
Contact Head, emergency contact point, or designated member of staff and provide 
information: 
• Precise location (including Post Code) 
• Description of the incident 
• Time of the incident 
• Number of casualties 
• Nature of injuries 
• Total number in the party 
• Your name and telephone number 
• Name and telephone numbers of individuals involved 
• Name of other members in the party 
• Action taken so far 
• Action to be taken and by whom 
• Telephone numbers for future communication – If possible provide alternative 
‘at-home’ and ‘off-site’ numbers 
 

INCIDENT OFF-SITE - Initial Action – At School 
Liaise with police 
• Police will liaise with responding police force if incident is in another force area 
• Police will be notified by Foreign & Commonwealth Office if fatalities have occurred 
abroad and will notify next of kin 
 Inform next of kin  
 Liaise with Tour Operator/Travel Company Confirm what arrangements are being 

made by the Tour Operator/Travel Company if incident has occurred abroad, 
• Contact the Foreign & Commonwealth Office if a death or accident has been reported 
to a British Consulate overseas they will pass the details to the UK police who will 
inform the next of kin 
 Consular staff in London will keep in touch with next of kin and the Consulate 

abroad 
• Access interpretation service as required 
 Obtain information on arrangements for casualties 
 Obtain information on arrangements for fatalities 
• Liaise with Police for incidents in UK 
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• Liaise with Foreign and Commonwealth Office for incidents abroad 
 Record the names of people being taken to hospital 
Nominate staff to accompany injured person(s) to hospital record which staff is 
accompanying injured people obtain a copy of family and staff contact lists 
• Liaise with the police 
• Coroners have responsibility for investigating any unnatural or violent deaths that 
occur in their area, including a death overseas if the body is brought back to this 
country 
• For incidents abroad the Foreign and Commonwealth Office can advise on: 
 Bringing remains and personal property back to the UK. 
 

 
 
 
GENERAL POINTS 

• Many of those involved in the incident will possess mobile telephones; therefore news 
of the incident will spread very quickly and will be beyond the control of Sherfield SMT 
team 
• Maintain close liaison with the police. In most critical incidents, the police will be 
responsible for managing information about the incident 
• If the incident occurred abroad, maintain close liaison with the Foreign and 
Commonwealth Office 
• If no information is available because of the investigation into the incident or 
difficulties in confirming the identity of those involved, every effort must be made by 
the appropriate authority to explain the reasons for this. Limited information may be 
better than nothing. 
• Avoid speculation 
• Do not make statements about further information or developments unless confident 
that it will be available 
• Important information should be repeated 
• Where possible, written information should be used to supplement verbal 
information 
• New information must be communicated as soon as possible 
• Those providing information should be aware that those receiving it might express 
anger and hostility 
• Avoid speculation 
 Record who has called 
 • Check against the record of outgoing calls to ensure parents have been informed, and 
avoid duplication record who has been contacted 
• Check against the record of incoming calls to ensure parents have been 
Informed, and to avoid duplication 

 Arrange briefing meeting for all staff 
 Arrange de-briefing meetings for directly affected staff 
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• Inform all staff as soon as possible 
• Give guidance on how to support and talk to the children 
• Outline the measures in place in the school to provide further help for distressed 
Children 
• Establish a schedule for updating staff, e.g. during breaks, at the end of the day, 
   or first thing next morning 
• Ensure all adults in contact with pupils are kept well informed and feel secure in 
   handling questions and comments 
• Unless authorised, Staff should be advised not to talk to the news media  

 

INFORMATION FOR PUPILS 
Additional Actions  
 
Arrange briefing meeting for all pupils 
• Pupils should be told simply and without fabrication what has happened 
• It is probably best if this is done in small groups, e.g. classes, or year groups 
• Answer questions as straightforwardly as possible. 
• It should be acknowledged if questions cannot be answered at the time 
• Pupils should be regularly updated with new information 
• Avoid speculation 
• Do not make statements about further information or developments unless confident 
that it will be available 
• Important information should be repeated 
• Where possible, written information should be used to supplement verbal 
information 
• New information must be communicated as soon as possible 
• Those providing information should be aware that those receiving it might express 
anger and hostility. 
E 
  Decide how to contact parents 
• This needs to be done quickly and with sensitivity 
• Consistency of information is vital. Avoid using a chain of communication 
• Where possible, written information should be used to supplement verbal 
information 
• Do not make statements about further information or developments unless confident 
that it will be available 
• New information must be communicated as soon as possible 
• The Police will notify next of kin of fatalities 
 Decide whether to invite parents to the school or another secure venue to receive 

further information 
• Liaise with Police regarding security issues 
Nominate staff to make outgoing calls 
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• Use language and tone that alleviates anxiety 
• Important information should be repeated 
• Those providing information should be aware that those receiving it might express 
anger and hostility 
 Record who is contacted 
• Check against incoming calls received to ensure parents have been informed, 
And to avoid duplication 

ILIES 
 
Identify location for families to be reunited 
• The police may designate a location 
• A venue should be chosen away from areas that the public/press could observe or 
have access 
 
If families need to travel to the area where the incident occurred, assistance may be 
required with: 
• Co-ordination of travel and accommodation arrangements 
• Costs of travel and accommodation 
• Liaison with authorities where the incident occurred 
(Liaise with Foreign and Commonwealth Office for incidents abroad) 
 
Confirm with the police arrangements for reception of returning staff, pupils, and 
parents 
• If the incident occurs abroad, there is likely to be significant media interest at the 
  point of arrival in this country, therefore arrangements will need to be made to meet 
groups as they arrive 
• Where children and staff are arriving from a remote location, e.g. from a foreign visit, 
transport arrangements may need to be arranged for next of kin, particularly those 
unable to travel independently arrange for appropriate support to be provided for 
children, families and staff.  This may include Police Family Liaison Officers supported 
by staff from Children’s Services and Educational Psychology 

 
5. Critical Incident Recovery 
Once the initial emergency phase is over, the recovery phase must begin. 

 
Recovery Team 
SMT to co-ordinate the recovery operation. 
The Recovery Management Team (may be different team members) will be lead by the 
head teacher, and will consist of the SMT team and other staff members. 
 
PREMISES 
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School representative 
• Site Management 
• Property Services 
• Planning 
• Insurance 
• Loss Adjusters 
• Health & Safety 
• IT Services 
• Contract staff 
• Utilities 
• Structure, fabric, and contents of the building• Recovery of salvageable items• 
Temporary accommodation 
• Temporary relocation 
 
EDUCATION 
School representative 
• Children’s Services 
• School Meals 
• Transport Co-ordination 
 Continuation of education processes 
 
FINANCE 
School finance staff 
• Insurance 
• Record financial commitments 
• Cost recovery 

ECOVERY MANAGEMENT TEAM 
Evaluate damage to the building Consideration of possible asbestos contamination 
Consider building, site safety, and security issues 
 
Salvage 
Establish priorities for salvage 
In liaison with, emergency services, insurer, Health & Safety,  
Begin salvage action according to priorities 
• Identify items to be removed and an alternative storage area 
• Contract with specialist salvage and remediation firms 
 
ONGOING ACTIONS 
Existing premises 
Mark damaged areas on building plans 
Identify usable accommodation and/or the need for alternative accommodation 
• Classrooms 
• Administration 



Document created: 01.01.12 (IG), last updated: 09.11.15 Date of next review: Summer 2016 
 

26 

• Staff rest areas 
• Visitor facilities 
• Toilets/Cloakrooms 
• Kitchen/Food preparation/serving 
• Sports facilities 
• Car parking 
 
 
MAINTAIN A RECORD OF ALL KEY DECISIONS AND ACTIONS TAKEN 

PREMISES WORKING GROUP 
 
ACTIVITY ADDITIONAL ACTIONS  
 

Salvage 
Continue salvage action 
Establish areas with restricted access to contractors and vehicles 
Authorise initial repair work in liaison with insurer/Loss Adjuster 
Initiate project plan for ongoing repairs 
Undertake initial cleaning/disinfection requirements 
Co-ordinate provision of temporary classrooms, furniture and equipment 
Planning permission is required for new buildings (temporary and permanent),  
 
Existing Premises / Temporary accommodation 
Allocate accommodation as required, e.g. 
• Classrooms 
• Administration 
• Toilets 
• Staff rest areas 
• Visitor facilities 
• Kitchen/Food preparation/serving 
• Sports facilities 
• Car parking 

WORKING GROUP 
Co-ordinate relocation of all or parts of the school functions 
As required Review site security 
Review Health & Safety 
Check for obstacles to pupils movements 
Identify new routes 
Review entrances/exits Issue maps showing restricted areas, etc. 
Check fire escape requirements (consult with the Fire Service) 
Review fire prevention arrangements 
Issue new fire notices and procedures 
Hold a fire drill as soon as possible so pupils know the new exit routes and 
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Assembly points. 
Talk the pupils through the process and the fact that it is a practice. 

PREMISES WORKING GROUP 
Resources 
Contact service providers to check/reinstate facilities 
• Heating 
• Electrical supplies/installations 
• Fuel 
• IT 
• Communications 
• Transport 
 
Identify material resources to be replaced. Liaise with contractors 
 • Furniture/Furnishings 
• Teaching materials 
• Pupil materials 
• Stationery 
 
Prepare inventory to furnish existing or alternative accommodation 
Co-ordinate school meals provision 
Revise transport arrangements 
Issue new timetables 
Arrange supply cover for teaching/Support staff 
Make alternative arrangements for examinations 

PUBLIC HEALTH WORKING GROUP 
INFORMATION WORKING GROUP 
Update the answer phone message as required 
Maintain updates to staff and head office 
Maintain updates to parents 
• Acknowledge the incident and the effect it has had on the School 
• Express sympathy on behalf of the school/community to those directly affected 
• State that it is not possible to comment on the incident at this stage other than to 
provide factual information 

INMATION WORKING GROUP 
ONGOING ACTIONS  
Record financial expenditure 

Maintain records and monitor financial expenditure 
Agree procedures with the Loss Adjusters 
Set up ordering and payment procedure  
Co-ordinate cost recovery 

OTHER ACTIVITIES 
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6. Supporting People Involved 
Whilst all critical incidents are difficult for those concerned, incidents that involve 
people and particularly incidents resulting in injury or death are inevitably particularly 
traumatic. 

 
 
Checklists 
Time scales for these actions are not prescribed and will vary for different incidents 
And with the needs of those affected. 

Support from the Educational Psychology Service 
The Hampshire Educational Psychology Service can offer in-service training on 
bereavement and a school’s response to a traumatic event. 
In response to a Critical Incident, the Educational Psychology Service can offer the 
Following support: 
• General advice to children, staff, and parents following an event 
• Assist the head teacher in diffusing the situation by providing guidance on 
Strategies that can be used by Sherfield  
• Help identify the needs of individuals who may require longer-term support, and 
how the support might be provided. 
 

Initial Considerations 
• Ensure staff and others responding to the incident have regular breaks 
• Identify immediate welfare support needs for pupils and staff 
• Consider the introduction of contemplatory areas e.g. areas where pupils and staff 
  have the opportunity to talk through and express their feelings, areas for quiet 
  thought or small meeting areas, etc. 

 
Medium Term Actions 
 
Support for pupils and staff 
 
• While attempting to ensure continuity and normality, staff should encourage 
  children to talk about their feelings and be prepared to listen to them 
• Arrange consultation so staff can better support pupils 
• Check monitoring procedures are in place and followed, and clarify procedures for 
   Referring pupils for individual help 
   Be sensitive to the effects on staff or children’s concentration and performance 
   Be sensitive to the effect on home and social life for families and peers 
   Groups of children may be offered support from outside professionals who can 
    Debrief them, to help them understand their reactions and develop coping 
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    Strategies. Parental permission should be sought in this instance 
   Some children and staff may need therapeutic help for a considerable time or 
    At some time after the event 
• Staff closely associated with the children involved should be offered opportunities 
   For debriefing and counselling 
     Be aware of the possible delayed reactions for those actively involved in 
      Responding to a critical incident 
• Some staff might not wish or be able to be directly involved in supporting children 
   And therefore the burden of support may fall disproportionately on a small number 
   Of staff. It is important that this is openly acknowledged and recognised as an 
    Acceptable position to adopt. 
  
Expressions of sympathy 
• Arrangements may be made to express sympathy to the families directly affected 
   By the incident 
• Children can be encouraged to send cards and letters 
• Injured children can be visited in hospital 
• Decide about attendance at funerals 
   Consider differences between religious faiths. A member of staff should 
    Enquire about funeral practices, whether flowers are appropriate, whether 
    Representatives from the school may attend, and if so if women, men, and 
    Pupils would be welcome 
   School closure is possible at discretion of GEMS HO 
• Discuss the desirability of holding special assemblies and memorial services. 
  Share planning arrangements with those affected 
 
    Pupils may have anxieties about lost work, or having to catch up on work. 
     Agree how this will be managed 
    Checking on concerns about examinations, and whether special arrangements 
     Need to be implemented 
    Consider part time attendance and agreeing a suitable curriculum within a 
     Realistic time span 
  Setting up ‘sanctuary’ arrangements for the person to go to in school should 
   He/she get particularly upset 
   Identify particular teachers and children to provide closest support 
   Talking about what is happening in school, both generally and specifically, 
     Including reactions to the incident 

 
 

Long Term Actions 
The effects of a crisis can reverberate for years both within the school and the local 
Community. 
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The following actions and issues should be considered: 
• Introduce strategies to continue monitoring vulnerable pupils and staff 
• Some may have been injured or distressed and will need significant support to 
 Reintegrate back into school life 
• Consult and decide on whether and how to mark anniversaries 
• Ensure new staff is aware of pupils affected and in what way 
• Ensure staff and pupils know how to obtain further help if necessary 
• Anniversaries are key times and the head teacher should ensure such times are 
  Planned for and handled with sensitivity and support 
• Legal processes, enquiries, and even news stories may bring back distressing 
   Memories and cause temporary upset in school 

 
   
 

7. Responding to the News media 
 

With the advent of modern news delivery, today’s media operate very quickly. They 
Are quite likely to contact you before the SMT is implemented.  
Whatever the incident, and particularly if it involves injury or death on a school trip, 
The likelihood is that information will be sketchy at best and possibly inaccurate. 
All members of the SMT Team must be familiar with this checklist. 
 
• Be clear about which staff are designated to talk to the press and who are not 

  Be prepared to accept that a designated person may not be the most 
 Appropriate person to handle the situation in some circumstances 
  • Buy time to enable you to obtain the facts 

    News agencies will demand immediate information 
    Confirm their deadlines and if possible postpone the interview until later 
    If you offer to call back make sure you do 
• Establish who you are talking to and their organisation 

   Keep short notes of the name of the journalist, programme or newspaper, the 
    Time and your response 
• Have a colleague with you to take notes of what is said 

• Give a prepared statement; 

  A prepared statement can provide necessary facts 
   Use the statement to express sympathy/concern and possibly a message for the 
community 
• Anticipate possible questions and prepare responses 

 Can you name the fatalities? 

  Can you name the teacher involved? 

  Have you done a name check of survivors? 

 Have you informed the parents? 
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• Prepare key messages and stick to them 

  Refer to people first. e.g.: “all pupils have been evacuated to a safe area.” 

  Refer to damage to the school/property second. e.g.: “the coach was travelling 
        South before leaving the road and ending up in the farmer’s field.” 

• Ask the interviewer what will be the first question to help prepare your response 

• Stay calm and look the interviewer in the eye 

• Stick to the key points – don’t waffle 

• Stick to the facts and don’t speculate about the cause of the incident 

“One witness said the coach driver had been drinking.” might elicit the following reply: 
 “Our concern at this stage is for the safety of the pupils and other people involved. We know 
that the coach suffered damage and that other vehicles were  involved. I don’t have any 
information on what may have caused the accident and  I would not wish to speculate.” 
• Do not apportion blame or admit liability to anyone, even in conversation 
• Don’t speak off the record 
• Praise the actions of police, fire service and others who have assisted 
• Do not feel you must respond directly to leading questions 
• Be sensitive about personal information 
• Immediately correct any misleading comments 

 
8. School Site Plan 
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