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Quick Reference 

 
Critical Incident Management Flow Chart 

 
Incident Reported 

 

Establish the facts 
 Inform Head/ Principal/ SLT/ OHC&AT (most senior person on site) 

Notify/request Emergency Services if appropriate  

 

Immediate Action 

 

 

 

Short Term Action 

 ( first 24 hours ) 

Next Few Days and Beyond 

 

Assess 

Ensure safety of all personnel 

Set up the 

Emergency Incident Suite 

Make any necessary recovery 
arrangements: repairs, 

replacements etc. 

Verify the facts and inform the 
OHC&AT Executive Senior 
Leadership Team (ESLT) 

Use phone/fax line/mobile for 
outgoing calls. Use radios for 

internal communication. 

Continue regular updates for 
staff, pupils/students, governors, 

parents 

Convene the Critical Incident 
Team and allocate tasks – see 

Appendices C, D and F 

Advise OHC&AT Executive 
Senior Leadership Team 

(ESLT) 

Start putting together a full 
report of the incident and actions 

by the establishment 

Start an Incident Log Contact specialist contractors 
if required 

Make plans to mark the event: 
special assembly, memorial, 

plaque etc.  

Notify relevant parties  

(See Appendix A for contact 
numbers) 

  

Check safeguarding and 
wellbeing of staff 

Evaluate the Critical Incident 
Plan and amend as necessary  

Contact other staff & governors 
for support as required, 

particularly if out of hours. 

Critical Incident Team meets 
at regular intervals 

Formally thank those involved in 
supporting the crisis. 

Make arrangements to close/ 
open establishment 
or cancel activities 

Issue regular updates for: 
staff, pupils/students, 

governors, parents etc. via: 

Staff meetings 

Assemblies 

Letters home 

Website  

 

Provide recorded message on 
answer-phone for parents etc.  

Start planning the return  
to normality 
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SECTION ONE 
 
INTRODUCTION 
 
Orchard Hill College and Academy Trust (OHC&AT) is committed to providing 
outstanding educational opportunities for all our pupils and students. As part of that 
commitment, we work to ensure the safety of our students, our staff and our 
organisation at every turn. 
 
This policy sets out OHC&AT’s approach to managing crises and emergencies of a 
critical nature. By ensuring that clear plans and frameworks of responsibility are in 
place at organisational and local levels, the pressure on those involved in critical 
incidents can be greatly reduced and the likelihood of continuous provision of service 
greatly increased. 
 
Each OHC&AT provision has its own Critical Incident Procedure, which gives 
specific details such as named people in the communication chain and evacuation 
procedures for staff and students. This policy should be read in conjunction with the 
relevant procedure. 
 
 
PURPOSE OF THE PLAN 
 
The main objective of the OHC&AT Critical Incident Plan is to ensure that, in the 
event of a major incident or disaster affecting OHC&AT provision, prompt action will 
be taken where possible to: 
 

 Protect pupils/students and staff 

 Maintain communications, including IT services 

 Maintain organisational operations  

 Resume normal provision as soon as possible 

 Protect primary documents 
 

This policy sets out the expected responses at an organisational level to a variety of 
potential threats. Individual Critical Incident Procedures will identify key personnel 
and their responsibilities at each OHC&AT provision, as well as site-specific 
procedures. 
 
 
BUSINESS CONTINUITY MANAGEMENT 
 
A business continuity incident is one which interferes with the ability of an 
organisation to deliver its goods or services. The Business Continuity Management 
plan will be activated in response to an incident causing significant disruption to any 
aspect of OHC&AT’s operations, particularly in the event where key and critical 
activities are restricted/unavailable, for example: 
 

 Loss of critical systems, e.g. ICT failure, power outage 

 Loss of key staff and skills 
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 Loss of pupils’/students’ work and/or records 

 Loss of teaching material 

 Loss of computer files/records/data 

 Disruption caused by transfer to temporary accommodation 

 Loss of facilities and income 

 Loss of critical supplier or partner 
 
A checklist is provided at Appendix AB to ensure all aspects of the Business 
Continuity Plan have been considered.   
 
 
TYPES OF INCIDENT 
 
Incidents or disasters likely to threaten the operation of OHC&AT, whether taking 
place in the provision itself or in the community nearby, could result from: 
 

 Power/utilities failure  

 Gas leak 

 Flooding  

 Adverse weather 

 A significant fire 

 Bomb scare 

 Explosion 

 Flu pandemic, infectious outbreaks 

 Chemical hazard 

 Building damage/instability 

 Intruder/abduction 

 Terrorist incident 

 Serious accident/incident involving a pupil/student or staff member 

 Vandalism 

 Hacking incident 
 
Fraud and missing child are also classed as critical incidents, however these are 
covered separately by the relevant OHC&AT policies. 
 
Specific incidents may necessitate the closure of the provision, in which case the 
procedure at Appendix B should be followed. 
 
Incidents occurring during an off-site activity will be co-ordinated by the Educational 
Visits Co-ordinator and the Head/Principal. 
 
 
CRITICAL INCIDENT MANAGEMENT TEAM 
 
A Critical Incident Management Team (CIMT) has been set up in each OHC&AT 
provision to assist in the reduction of major hazards and risks and to action a 
recovery plan in the event of a serious accident/event. This team will consist of at 
least three of the following: 
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 A member of the OHC&AT Executive Senior Leadership Team (ESLT) 

 Head/Principal 

 Deputy Head/Vice Principals 

 Site & Facilities Manager 

 PA to SLT/Business or Office Manager/other senior administrator 
 
All the above parties are required to safely and confidentially store a copy of this plan 
at their regular place of work and off-site, e.g. at home or in vehicles (if appropriate) 
in emergency boxes (grab bags). The recommended contents of an emergency box 
are detailed in Appendix C. 
 
Function of the Critical Incident Management Team: 
 

 To act as the decision-making authority for the management of an incident at 
the point of crisis. 

 To develop the procedures and practices to be used for handling emergency 
situations and communicating these to all those involved or affected. 

 To establish and maintain emergency bags which will have the necessary 
equipment available for rapid activation during an emergency. The equipment 
includes communications equipment, emergency plans and procedures, a log 
to record all actions taken during the crisis, necessary office equipment/ 
supplies and appropriate maps and building plans. 

 To test the Critical Incident Plan on a regular basis to ensure that it is suitable 
and sufficient and amend it as necessary. 

 
 

ROLES AND RESPONSIBILITIES FOR EMERGENCY PLANNING 
 

Role Responsibilities Accountability/Authority 

OHC&AT CEO  Ultimately responsible for the 
OHC&AT family 

 Manages media interventions 

 Ensures strategic and 
operational support is given 
to the CIMT 

 

The CEO has overall 
responsibility for the OHC&AT 
family, being the lead decision-
maker. 

OHC&AT 
Executive Head 
(Quality & 
Development)/ 
Deputy CEO 

 Owner of Critical Incident 
and Business Continuity 
Management Plan 

 Ensures OHC&AT has 
capacity within its structure to 
respond to incidents 

 Determines OHC&AT’s 
overall response and 
recovery strategy 

 Acts as a ‘critical friend’ to 
ensure that the Critical 
Incident and Business 
Continuity Management Plan 

The Executive Head (Quality & 
Development)/Deputy CEO is 
responsible for strategic 
management and is the lead 
decision maker for OHC&AT 
on a day-to-day basis at times 
of crisis. 
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is fit for purpose and 
continuity arrangements are 
robust and reliable 

 Provides specialist support 
and back-up to the CIMT 

 

OHC&AT 
Executive 
Director 
(Services) 

 Manages safeguarding & 
staff welfare issues 

 Develops continuity 
arrangements and strategies, 
e.g. alternative relocation of 
sites, use of temporary staff 

 Ensures strategic and 
operational support is 
provided for the CIMT 

The Executive Director 
(Services) is responsible for 
safeguarding, building 
resources and employment 
issues. 

OHC&AT 
Executive 
Director 
(Finance) 

 Manages financial continuity 
during and after incidents 
e.g. banking, payroll, audit, 
transactions, insurance etc. 

 Ensures financial support is 
provided for the CIMT 

The Executive Director 
(Finance) is responsible for the 
financial management of the 
organisation, including liaising 
with external stakeholders 
such as funding bodies to 
ensure business continuity. 

Head/Principal/
HoC of each 
OHC&AT 
provision 

 Develops continuity 
arrangements and strategies 

 Consults with the local 
community in the planning 
process and during the 
course of an incident as 
appropriate 

 Conducts tests and exercises 
on the Critical Incident and 
Business Continuity Plan 

 Conducts staff debriefs 
following an incident, test or 
exercise to identify lessons 
and ways in which the plan 
can be improved 

 Ensures relevant critical 
incident management 
training 

 Embeds a culture of 
resilience within their school 
or College, involving 
stakeholders as required 

The Head/Principal/HoC 
reports directly to the 
OHC&AT Executive Head 
(Quality & Development)/ 
Deputy CEO and will be a 
member of the Critical Incident 
Team. 
The Head/Principal has overall 
responsibility for day-to-day 
management of their school or 
College centre. 

CIMT  Leads the school or 
College’s initial response to 
an incident 

 Declares an incident is taking 
place 

The CIMT has the delegated 
authority to authorise all 
emergency decision and 
actions required to respond 
and recover from the incident. 
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 Activates the Critical Incident 
and Business Continuity Plan 

 Notifies relevant 
stakeholders of the incident 
and formulates an ongoing 
action plan prioritising the 
recovery of key activities 

 Manages resource 
deployment 

Local Governing 
Body 

 Works in partnership with 
OHC&AT and the 
Head/Principal to assist in 
providing strategic direction 
in planning for and 
responding to disruptive 
incidents 

 Undertakes actions as 
required to support the 
College/Academy’s response 
to a disruptive incident 

 Monitors and evaluates 
overall performance in 
developing College/Academy 
resilience  

The LGB of each provision 
consults with OHC&AT, the 
Head/Principal and CIMT 
when a crisis occurs. 
 
 

 
 
ALERTING THE CRITICAL INCIDENT MANAGEMENT TEAM (CIMT) 
 
The Critical Incident Management Team will be alerted according to the type of 
incident, whether it is on or off-site and whether it is in or out of normal working 
hours. 
 
If the emergency occurs during normal working hours, the Head/Principal/HoC or 
another member of the Senior Leadership Team (SLT) will alert the CIMT. 
 
If the incident is off-site or out of normal working hours and depending on the 
information received, it will be the duty of the Educational Visits Co-ordinator, Duty 
Site Manager or the Head/Principal/HoC to alert the CIMT. 
  
 
EMERGENCY INCIDENT SUITE 
 
In the event of an emergency, it is essential that adequate provision be made for the 
CIMT to manage it. In this respect an Emergency Incident Suite will be set up in a 
suitable location. 
 
The procedures detailed below assume that the structure of the Academy, College or 
OHC&AT as a whole has not been affected. In circumstances other than this the 
procedures can be used as an aide memoire for staff to consider the issues that 
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need to be addressed at whatever location has been designated for the Emergency 
Incident Suite.  
 
A summary sheet detailing the basic resources required is displayed in the main 
reception area and/or Head/Principal’s office of all College centres and Academies 
(see Appendix AE). 
 
 
INCIDENT MANAGEMENT  
 
Assessment 
The most senior person on site or at the incident will be required to carry out an 
immediate quick initial assessment based on a survey of the scene, the scale, 
severity, duration and impact of the incident. The initial response form found at 
Appendix AB will help support this process. 
 
Security of the building 
Security of the building is essential, therefore all exterior doors must be secure. All 
ingress and egress should be restricted to the main entrance (bearing in mind that 
emergency exits must remain available for use). If it is felt necessary to use one of 
the other doors as an additional exit, that door should be attended by a responsible 
member of staff at all times. A reception and security check should also be set up to 
record people entering and leaving the building. 
 
Security of the site 
During any emergency, the media may try to gain access to the site, and it is 
therefore desirable that the perimeter of the site is secure. The police may assist in 
this respect and should be asked to attend at the earliest opportunity. The media 
may try to interview or obtain comments from parents or others arriving at the 
establishment, therefore it may be necessary to have a member of SLT at or near to 
the gates to monitor the situation. 
 
Communications 
Effective communications are essential to bring the emergency to a successful 
conclusion and immediate contact with the OHC&AT IT Team is key to enlist their 
support with establishing emergency connections. Fixed landline communications 
provide the best solution, but other means such as mobile phones, radios and 
Internet communications should also be considered. 
 
Prior to issuing any communication ensure the Health & Safety Officer is informed 
and all risks are assessed.  If necessary contact the Health Authority if there is a 
potential health risk. 
 
It is recommended that an answerphone giving up-to-date information is fitted to the 
establishment's main telephone line and any existing fax line is used for outgoing 
calls dealing with the emergency response. A separate number should be given to 
essential callers such as the offsite team who would then have a better chance of 
contacting the establishment. 
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A carefully prepared statement giving the necessary facts, expression of 
sympathy/concern and a message for the community (if necessary) should be 
published on the Academy/College and OHC&AT website informing stakeholders of 
the incident and any proposed actions. Keep all stakeholders informed and in 
particular ensure staff feel secure in handling questions and comments (be aware of 
and protect those staff that may not feel confident in handling their emotions or 
distress around the incident). Staff should be cautioned not to speak to the media or 
respond to questions from reporters, to avoid confusion and minimise conjecture. 
 
Inform pupils/students in classes or small groups, taking particular care to protect 
and support children involved or close to someone involved in the incident. Young 
people should receive a consistent account of the incident whilst allowing for 
differences in their ability to understand. 
 
If mobile communications are used, it should be remembered that they are not 
secure so should not be used for transmitting sensitive information.  
 
It is essential that all incoming messages are logged and that any decisions/actions 
are recorded (see Checklist). Such records will be required for any subsequent 
debrief or inquiry. 
 
Insurance 
Contact the insurance company and make them aware of the incident at the earliest 
opportunity. It is possible the insurance company will wish to see any prepared 
statement before this is published to avoid the possibility of legal liability. 
 
Welfare 
As the Emergency Incident Suite will be staffed continuously for the short term and it 
is likely that there will be parents/carers on site for a considerable time, suitable 
welfare arrangements should be made at an early stage. 
 
Once the initial setting up of the suite has been completed, a rota system should be 
introduced to ensure that all helpers receive adequate time off and rest. It may be 
helpful to keep a record of who has worked in the suite, when and for how long. 
 
 
PARENTS / GUARDIANS VISITING THE PREMISES 

 
Family and Friends Reception Centre 
Where an emergency has affected a local community, parents/carers may want to 
congregate at the school or College. An area must be set aside to accommodate 
this, preferably one that can accommodate a large number of people, as this makes 
updating those present an easier task. 
 
Individual counselling 
Consideration must be given to those requiring individual counselling. Suitable 
rooms will be identified for this purpose. Counselling will be arranged by the 
OHC&AT HR Department under the direction of the OHC&AT Executive Director, 
Services. 
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DEALING WITH THE MEDIA 
 
An initial press briefing should be given as soon as possible, in consultation with 
OHC&AT. Past experience has shown that if regular briefings are provided the 
media are more likely to comply with any privacy requests. In this respect the Head/ 
Principal’s office or a similar suitable area will be set aside as a press briefing room, 
where an agreed spokesperson can meet them at agreed times to give press 
statements. Security measures should be taken to ensure that the privacy of the 
family and friends area is maintained. Any room used for press briefings should be 
cleared of all items relating to pupils/students or staff which the press could use in 
their reporting.  
 
 
RECOVERY PERIOD 
 
The recovery process must be considered by the Critical Incident Management 
Team immediately after the initial stages of the incident and, in the case of damage 
to buildings, a decision as to whether it is safe to remain or necessary to relocate will 
need to be made. Business interruption insurance is held by OHC&AT and should be 
initiated if a decision to relocate is made. 
 
Appendices E and F detail the actions for consideration broken down into short, 
medium and long term periods. 
 
Other aspects of recovery that will need to be considered immediately after the initial 
stages of the incident include the wellbeing of pupils/students, staff, parents/carers 
and helpers.  
 
 

PREVENTATIVE RISK MANAGEMENT  
 

A comprehensive risk management assessment can be found at Appendix D. 
 
 
POLICY REVIEW DETAILS 
 
Version: 1.0 
Reviewer: Stephanie Hill, Janet Sherborne 
Approval body: Family Board 
Date this version approved: 17th March 2017 
Due for review: Summer 2018 
 
 
RELATED POLICIES AND PROCEDURES 
 
Child Protection, Adult Protection and Safeguarding Policy and Procedures 
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Health and Safety Policy 
Educational Visits Policy 
Fire Safety and Evacuation Procedures 
Fraud Policy 
Missing Child Policy 
Risk Assessment Policy 
Risk Management Policy 
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APPENDIX A: ESSENTIAL CONTACT DETAILS 
 
OHC&AT Contact Details 
 

Name Job title Contact number 

Dr Caroline Allen CEO, OHC&AT 07917 108603 

John Prior Executive Head, Quality & Development/ 
Deputy CEO 

07823 351268 

Janet Sherborne Executive Director, Services 07467 145772 

Corrina Jenkins Executive Director, Finance 07467 143513 

Jackie Van-West OHC&AT Director of Learning Support 
Services 

07946 639292 

Stephanie Hill OHC&AT Director of Business Services 07471 904184 

 
Key Emergency Numbers  
 
Police 
Police, Fire Brigade, Ambulance  999 
Police (non-emergency)   101 
 
Gas 
National Gas Emergency Service  0800 111 999 
 
Electricity 
Power Failure    0800 028 0247 
 
Flooding 
Thames Water Leak line   0800 714 614 
Thames Water (sewerage)   0845 9200 800 
Sutton & East Surrey Water    
24hr Emergency Line   01737 772000 
 
Media Contacts 
Ruth Sparks     01264 729581 / 07801 652932 
 
Security 
Associated Security                                 020 8669 7722 
Civic Security                                           020 8770 5170 
 
Health, Safety & Wellbeing 
Lorna Mansell (based in Kingston) 020 8547 5187 
David Charles (Sutton & Hillingdon) 020 8770 5023 
Christine Turner (Sutton)   020 8770 5018 
John Throssell (Wandsworth)  020 8871 6220 
HSE RIDDOR    0845 300 9923 
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Public Health England   0344 326 2052 
 
Consultant in Communicable  
Disease Control    020 8687 4552 
 
Insurance 
Janet Sherborne, OHC&AT  07467 145772 
 
OHC: Romero Insurance Brokers  0113 205 4166 / 07720 417052 
 (Karl Milner) 
 
OHCAT: Gallagher Bassett Intl  01827 307500 
 
Legal Team 
Veale Wasborough Vizards  020 7405 1234     
 
Out of Hours Contact 
LBW       020 8871 6000 
    
Head of Communications 
Ellie Stevens 020 3897 7090 / 07976 188023 
 
Out of hours Kingston & Sutton Borough emergency number   020 8770 5000 
Out of hours Hillingdon Borough emergency number   01895 250111  
Out of hours Wandsworth Borough emergency number   020 8871 6000 
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APPENDIX B: EMERGENCY CLOSURE PROCEDURES 
 
Please see Emergency Planning Procedures for specific location details 

 
Should a crisis occur during the course of the day the full process will be led by the 
CIMT. 
 
Informing staff 
All staff will be informed in a timely manner via the staff contact cascade system – 
see Emergency Planning Procedures. 
 
Informing parents and carers 
 
A message should be forwarded to all parents/carers via text alert/email. Closure 
announcements will be published on the relevant website and on intranet Ticker 
Tape. 
 
Transport considerations 
Minibus and taxi operators will need to be informed as soon as possible. Where taxis 
serve more than one Academy or College centre, coordination will be necessary and 
staff should work with taxi companies to manage this.  
 
College/Academy plans for adverse weather and other emergencies 
The Head/Principal will liaise with the CIMT and the Executive Head (Quality & 
Development)/Deputy CEO before taking a decision. Liaison will also take place with 
other local provision of similar phase, if possible. 
 
Arrangements with parents/carers 
Parents/carers will have been advised which radio stations will be broadcasting 
information and asked to listen for information if the weather is adverse. 
 
Please refer to the Adverse Weather Policy for further details. 
 
Pupils/students arriving at Academy or College 
The procedure for sending these pupils/students home will be as for closures during 
the day  
 
Staff arrangements 
The Site Manager will need to open the building. Local members of staff are asked to 
report in as soon as possible. An Incident Control Centre will be established. 
Pupils/students arriving should be kept together unless numbers dictate otherwise, 
then into relevant groupings e.g. year groups/lead tutor groups/class groups. 
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Closures during the day 
 
Arrangements with parents/carers 
A letter will be sent annually to parents/carers reminding them of their provision’s 
procedures in the event of closure. Details will also be displayed on the relevant 
website. 
 
Internal arrangements 
When a decision to close has been made, all pupils/students will return with their 
tutor or lecturer to their tutor room or classroom. 
 
At the agreed time pupils/students allowed to leave will do so. Staff will inform them 
to go straight home or to an agreed house. 
 
Staff will need to keep an accurate record of pupil/student departures. It is important 
that the whereabouts of these pupils is known so that any parents/carers collecting 
can do so quickly. 
 
As numbers decrease smaller groups can merge into larger groups and finally into 
one group in the designated management space e.g. school hall. 
 
Staff 
As the number of pupils/students decreases, staff will be given permission to leave. 
Staff living furthest from the College centre or Academy and/or with other family 
commitments will be given priority. 
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APPENDIX AB: Checklist 1.1 – Business Continuity 
 
Name of BC Lead ______________________  
 
Signature_____________________________ 
 

Business continuity – initial response Tick / sign / time 

Assess the nature of the incident, e.g. 
 Loss of utility supply 
 Loss of supplier 
 Loss of premises 
 Loss of personnel 
 Loss of telecommunications 

 

Establish what effect the emergency will have on the operation of the 
Academy/College centre. Try to ascertain how long the disruption will last. 

 

Consider how the incident will affect any extended services that use the 
premises. Liaise with these services as necessary. 

 

Attempt to recover important documentation, records and equipment if safe 
to do so (consult the emergency services for advice if necessary). 

 

If appropriate, contact organisations which can assist in document 
restoration. 

 

Business continuity – ongoing response Tick / sign / time 

Minimise any disruption to the provision of education. Put arrangements in 
place to keep the Academy/College open and try to maintain the provision’s 
normal routines (e.g. teaching, exams) wherever possible. 

 

Work with OHC&AT but also seek support from other organisations (e.g. 
buddy schools, the local authority, suppliers/contractors) as required. 

 

Work with the ‘communications’ role to ensure staff, pupils/students and 
parents/carers are informed of any changes to the provision’s routine. 

 

In the event of a public health incident (e.g. pandemic influenza), consider 
ordering infection control supplies and increasing the cleaning regime. 

 

Business continuity – recovery Tick / sign / time 

Work with OHC&AT, staff and other organisations to restore the usual 
Academy/College routine as a matter of urgency. 

 

Put in place arrangements for remote learning, if necessary.  

Make an inventory of any equipment which has been damaged. Arrange for 
important items/documentation to be salvaged, restored or replaced. 
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APPENDIX AB: Checklist 1.2 – Senior Management Coordination  
 
Name of CIMT Lead _____________________ 
 
Signature______________________________ 
 
 

Coordination – initial response Tick / sign / time 

Establish a basic overview of the incident and assess the need to set up the 
Critical Incident Management Team (CIMT). 

 

Act as the main contact for the emergency services and local authority and 
other organisations (e.g. Red Cross). 

 

Assemble the CIMT and make sure staff are clear about their duties (not all 
roles may be necessary, one member of staff may be able to undertake 
more than one role): 
 Business continuity (checklist 1.2) 
 Communications (checklist 1.3) 
 Log-keeping (checklist 1.4) 
 Media management (checklist 1.5) 
 Resources (checklist 1.6) 
 Welfare (checklist 1.7) 

 

Identify the location and frequency of CIMT meetings.  

If the incident has occurred on an educational visit: 
 Liaise with the Educational Visits Coordinator (EVC) on a regular basis 
 Consider sending extra staff to support the EVC 
 Discuss with the EVC the arrangements for notifying parents/carers and 

staff partners 
 Consider how parents/carers and pupils/students will be reunited 

 

Remember to: 
 Ask staff to make notes and times of their actions and decisions taken 
 Inform all staff about the known facts of the incident and provide regular 

briefings 
 Remind staff not to talk to the media and to refer all media enquiries to 

the communications manager/OHC&AT 
 Inform Local Governing Body 

 

Take action to protect life and property.  

Have open channel of communication with the emergency services and 
OHC&AT as required. It is essential to provide accurate and factual 
information to those arriving on-scene or helping with media enquiries. 

 

Ascertain the whereabouts of all pupils/students, staff and visitors (using 
timetables, registers and visitor books may help). Ensure the emergency 
services are aware of anyone who is unaccounted for or areas that have not 
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been checked. 

Decide the most appropriate method of contacting relatives of pupils/ 
students/ staff affected by the incident. If the matter is very serious (such as 
a fatality) liaise with the Police about informing next of kin. 

 

Coordination – ongoing response Tick / sign / time 

Hold regular CIMT meetings to ensure staff are coping with the duties they 
have been given and that appropriate action is being taken. 

 

If the response is likely to last for a significant amount of time, what staff 
rotation / shift patterns can be put in place? Can OHC&AT or other family 
provisions help? 

 

Ensure that regular briefings are given to: 
 Staff 
 Pupils/students 
 Parents/carers/staff partners 
 Governors 
 Extended services 

 

Work closely with the ‘media management’ role to provide regular briefings 
to the media. Seek support from the OHC&AT communications team if 
necessary. 

 

Check that everyone who should have been notified of the incident has 
been informed.  

 

In the event of a serious injury or death, report the incident to the Health and 
Safety Executive (HSE) as soon as possible. (Only death must be reported 
by phoning 0845 300 9923, otherwise use the website: 
http://www.hse.gov.uk/riddor/report.htm) 

 

Seek advice on legal and insurance issues, if appropriate.  

If the incident is a crime scene (or subject to a fire investigation) seek advice 
from the Police and/or London Fire Brigade. 

 

Coordination – recovery Tick / sign / time 

Act as the main contact for the recovery process. Continue to allocate tasks 
amongst the CIMT and other staff. 

 

Ensure that post-incident support is available to all who may require it.  

Work closely with the ‘resources’ role in organising remedial work to 
property and liaise with insurance companies, salvage specialists and loss 
adjusters as appropriate. 

 

Complete any necessary forms/paperwork.  

http://www.hse.gov.uk/riddor/report.htm
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Arrange a debrief for staff involved in the response.  

Represent the Academy or College at other debriefs which may take place 
(e.g. one organised by the local authority or Local Resilience Forum). 

 

Initiate a review of the Academy or College emergency plan.  

Work with OHC&AT to share lessons learned.  
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APPENDIX AB: Checklist 1.3 – Communications 
 
Name of Marketing Lead ___________________ 
 
Signature______________________________ 
 

Communications – initial response Tick / sign / time 

Dedicate telephone lines for emergency calls – not the main switchboard or 
Academy/College phone number. Arrange extra support at reception if 
necessary. 

 

Record a new message on the Academy/College answerphone if 
appropriate. Consider setting it to ‘answer only’ mode. 

 

Provide support to staff with any communication needs they may have.  

Inform those involved in the response of any potential/actual communication 
difficulties (e.g. poor mobile signal in the area). 

 

Contact OHC&AT IT Team to support with communications.  

Communications – ongoing response Tick / sign / time 

Work with CIMT lead to ensure regular information is provided to: 
 Staff 
 Pupils/students 
 Parents/carers 
 Governors 
 Extended services. 
 Others affected by the incident (e.g. those letting premises) 

 

Consider the most effective arrangements for contacting pupils/students and 
parents/carers. Ensure that records of calls made to parents/carers are 
maintained. 

 

Liaise with the ‘media management’ role about contacting local radio 
stations and local press. 

 

Update the Academy/College answerphone and website on a regular basis.  

Liaise with the CIMT lead in sending a letter home to parents/carers. This 
could include information on: 
 What has happened 
 How their child was involved 
 The actions taken to support those involved 
 Who to contact if they have any concerns or queries 

 

In the event of a major emergency, seek support from the LA 
communications team; they may be able to establish a helpline for enquiries 
from the public. 
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Communications – recovery Tick / sign / time 

Provide regular briefings to pupils/students and parents/carers/others 
affected. 

 

Assist the ‘business continuity’ role in providing remote/virtual learning.  

Check that any information in the public domain (e.g. website content) is 
accurate and up to date. 

 

 
  



 
 

21 

APPENDIX AB: Checklist 1.4 – Log-keeping 
 
Name of LK Lead _______________________ 
 
Signature______________________________ 
 
 

Log-keeping – initial response Tick / sign / time 

Attend CIMT briefings. Keep a log of important information, actions taken 
and decisions made. 

 

Ensure that each member of staff keeps their own incident log with details of 
their actions taken and decisions made. 

 

Log-keeping – ongoing response Tick / sign / time 

Provide administrative/secretarial support to the CIMT.  

Keep accurate records of anyone admitted to hospital or treated by the 
emergency services. 

 

Record details of any expenditure incurred by the school or College.  

Log-keeping – recovery Tick / sign / time 

Collate all incident logs, making copies if necessary.  

Ensure records related to the incident are archived securely but make these 
available to authorised staff for future reference (e.g. in the event of a 
debrief or enquiry). 

 

Log-keeping – advice Tick / sign / time 

Notes should be recorded in a chronological order. They should be clear, 
factual and readable using plain concise language.   

 

If you make a mistake, cross it out with one line and start again.  

Use margins for dates, times and initials only.  

Do not remove any pages and do not use any correction fluid.  
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Log-keeping   

Date/time Details  Initials 
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APPENDIX AB: Checklist 1.5 – Media Management 
 
Name of MM Lead ____________________ 
 
Signature____________________________ 
 
 

Media management – initial response Tick / sign / time 

Seek support from other organisations (e.g. emergency services, OHC&AT 
Marketing Team) in responding to media requests. 

 

Ensure media access to the site, staff and pupils/students is controlled. Do 
not let the media onto the site or give them access to pupils/students unless 
there is a specific reason for doing so and permission/consents are in place. 
Ask for support from the Police if necessary. 

 

Designate, in consultation with the Police, a specific area for the media 
away from the main entrance to the Academy or College, so they do not 
hinder or harass people entering and leaving the site. 

 

Develop a brief media statement (designed to provide reassurance) on 
behalf of the Academy or College. Information given must be limited until 
the facts are clear and all parents/carers/staff partners have been notified. 

 

Arrange with Comms Lead for someone suitable to act as a spokesperson 
(preferably they will have received media training). The Police or LA Comms 
team may be able to undertake the spokesperson role. 

 

Be prepared to be interviewed by the media.  

Media management – ongoing response Tick / sign / time 

Devise an ongoing strategy for responding to media requests. Work closely 
with the media to establish what information they require and when their 
deadlines are. 

 

Collate information from the CIMT, emergency services and other 
organisations as appropriate. 

 

Provide regular statements to the media. Ensure each message conveys an 
accurate, factual, consistent and reassuring message. All press releases 
should be checked and agreed by CIMT, the emergency services and other 
organisations as appropriate. 

 

Advise staff on where to direct media enquiries. Ask staff, pupils/students 
and parents/carers to avoid speculation when talking to the media. 

 

Try to prevent the spread of misinformation (especially through the use of 
mobile phones). 
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Media management – recovery Tick / sign / time 

Keep the media informed of developments in the recovery process. Present 
a positive and reassuring image to the public. 

 

Be aware of media interest in memorials or anniversaries of the event.  
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APPENDIX AB: Checklist 1.6 – Resources 
 
Name of Res Lead _____________________ 
 
Signature_____________________________ 
 
 

Resources – initial response Tick / sign / time 

Take action to protect staff, property and equipment. Consider turning off 
utility supplies in consultation with the emergency services. 

 

Ensure the emergency services can access/egress the Academy or College 
without hindrance. Site entrances may need to be staffed to prevent being 
blocked. 

 

Let the emergency services know of any property related issues/hazards 
(e.g. asbestos, chemical stores). Consider providing personnel with a site 
map. 

 

Work with staff and the emergency services to control access to the site: 
 Advise staff and governors that they might have to prove their identity 

before the emergency services will grant them access. 
 Provide authorised visitors with identification badges and ensure they 

sign in and sign out. 
 Ensure that media access to the site is prevented/controlled. 

 

Resources – ongoing response Tick / sign / time 

Liaise with utility suppliers as required.  

Establish safe and secure areas to assist the response. e.g. 
 CIMT briefing room 
 Briefing area for parents/carers/staff partners 
 Media briefing room. 

 

Work closely with staff and other organisations to provide access to facilities 
and resources as required. This may involve opening or closing parts of the 
Academy or College. 

 

Ensure the site is secure (e.g. provide temporary fencing around damaged 
areas, arrange for broken windows to be boarded). 

 

Work with the ‘business continuity’ role to arrange temporary 
accommodation, share space with other provisions if required. 

 

Resources – recovery Tick / sign / time 

Work closely with the Head/Principal, Chair of Governors and Executive 
Head (Quality & Development)/Deputy CEO in organising remedial work to 
property. Liaise with insurance companies, salvage specialists and loss 
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adjusters as appropriate. 

Arrange a site visit with relevant personnel (e.g. emergency services, utility 
suppliers, local authority) involved in the recovery phase. 

 

Procure temporary classrooms if appropriate.  
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APPENDIX AB – Checklist 1.7 - Welfare 
 
Name of Welfare Lead ___________________ 
 
Signature______________________________ 
 
 

Welfare – initial response Tick / sign / time 

Establish arrangements to meet the welfare needs of pupils/students, staff, 
parents/carers, visitors and responders. 

 

Identify pupils/students who may require additional support: 
 Those with Special Educational Needs (SEN) 
 Those with medical needs 
 Those with Personal Emergency Evacuation Plans (PEEPs) 
 Anyone who may be particularly vulnerable or badly affected (e.g. those 

who were involved in or witnessed the incident) 

 

Work with CIMT and staff to ensure adequate relief cover, where the 
incident may be of a prolonged duration. 

 

Welfare – ongoing response Tick / sign / time 

Assess the welfare and emotional needs of all those involved. Continue to 
monitor and support those who may be particularly affected by the incident.  

 

Make arrangements for reuniting pupils/students with their parents/carers. 
Ensure that a member of staff is present to meet and greet them. 

 

In groups as small as practicable, inform pupils/students about the incident. 
Consider the best way to convey bad news. In the event of a tragic incident, 
consider seeking support from educational psychologists about the best way 
to inform and support pupils/students. 

 

Where possible, every pupil/student should to be spoken to, and asked if 
they are alright, before they leave the Academy or College. 

 

Take account of religious and cultural factors. Consider contacting religious 
leaders within the community for support. 

 

Ensure that staff take regular rest periods.  

Welfare – recovery Tick / sign / time 

Please refer to Appendix 1 for information on welfare arrangements and 
post incident support after the emergency response. 
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APPENDIX C: EMERGENCY GRAB BAG CHECKLIST 
 
 

SECTION DETAILS 

Business Continuity Business Continuity Plan with spare copies of forms i.e. 
record keeping logs. 

Key contact details e.g. governors, Health & Safety 
Advisor, lead members of OHC&AT. 

Organisation Telephone Tree. 

Provision map showing where chemicals are stored, main 
gas & electricity points, boiler room and other high risk 
areas. 

Organisation 
Information 

Key documents which are needed to provide continuity of 
service. 

Staff Information Details on where electronic data for staff details and 
emergency contact numbers are held. Number to call for 
both within and outside of provision hours. 

Equipment First Aid Kit 

Pay as you go mobile phone and phone charger 

Stationery (notepads, pencils, pens etc.) 

Credit card or number to access emergency cash 

High visibility jackets 

Wind up torch(es) 

Emergency glow sticks 

Copy of Critical Incident Business Continuity Plan 

Whistles 

Mobile phone and charger with emergency numbers listed 

Spare set of keys for Centre/Academy 

Disposable camera (optional) 
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APPENDIX D: PREVENTATIVE RISK MANAGEMENT  
 
The descriptors for high, medium and low impact and probability are as follows: 
 
Impact of risk occurring 

Impact Description 

High (3) Has a significant impact on OHC&AT’s strategy or on teaching and learning/behaviour/safety  
Has significant reputation/stakeholder concern  
The financial impact will be significant [in excess of £100,000]  

Medium (2) Has no more than a moderate impact on strategy or on teaching and learning/behaviour/safety 
Moderate reputation/stakeholder concern. 
The financial impact will be moderate [between £25,000 and £100,000] 

Low (1) Has a low impact on strategy or on teaching and learning/behaviour/safety 
Low reputation/stakeholder concern  
The financial impact is likely to be low [below £25,000] 

 
 Probability of risk occurring 

Probability Description Indicator 

High (3) Likely to occur each year, or more than 25% 
chance of occurrence within the next 12 
months 

Potential of it occurring several times within a 4 year period. 
Has occurred recently 

Medium (2) Likely to occur within a 4 year time period or 
less than 25% chance of occurring within the 
next 12 months 

Could occur more than once within a 4 year period. 
Some history of occurrence 

Low (1) Not likely to occur within a 4 year time period 
or less than 5% chance of occurrence 

Has not occurred 
Is not likely to occur 

 
OHC&AT uses a 3x3 matrix to assess impact and probability as high, medium or low, as illustrated in the diagram below. 
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RISK CONTROLS & ACTIONS ADDITIONAL 
CONTROLS 
REQUIRED 

LEAD FOR 
RISK CONTROL 
ACTIVITIES 

IMPACT PROBABILITY RISK 
RATING 

Pandemic or 
epidemic, 
e.g. influenza 
virus, 
meningitis 

Managing Sickness and 
Absence Policy 
Use of agency staff 
Pre-prepared teaching 
packs 
Online teaching resources 
Provision of antibacterial 
wipes in appropriate areas 

  Low Medium Low 

Severe 
weather, e.g. 

Salt & snow shovels 
available 

  Low Medium Low 

1 – 3: Low risk 
 
4 – 6: Medium risk 
 
7 – 9: High risk 
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high winds, 
snow, heat 
wave, 
drought 

Classes combined if staff 
levels low 
Drinking water machines 
available 
Adverse Weather Procedure 

Power failure Contact electricity supplier 
to establish duration 
Assess impact on 
students/staff due to loss of 
heat/lighting 
Parents/carers notified 
Transfer students to 
alternate venues if power 
failure duration extensive 
IT Contingency Planning 

  Low Low Low 

Disruption of 
utilities 

Contact suppliers  to 
establish duration 
Assess impact on 
pupils/students and staff  
Parents/carers notified 
Transfer pupils/students to 
alternate venues if loss of 
utilities is to be prolonged 

  Low Low Low 

Telephone 
failure 

Mobile phones available 
Email available 

  Low Low Low 

Fire Fire alarms 
Fire Evacuation Plan 
Fire drills held termly 
Fire Marshalls in place 
Regular Fire Checks, i.e. 
fire doors, fire alarms, 

  Low Low Low 
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emergency lighting, 
evacuation corridors clear 
Fire Safety Awareness 
training for all staff 

Flooding Academy/College 
equipment not stored in 
basement 
Drains checked and cleared 
regularly 

  Low Low Low 

Mass staff 
absence e.g. 
industrial 
strikes, 
lottery 
syndicate 

Good relations with unions 
and staff 
 

  Low Low Low 

Transport 
disruption 

Minibuses available from 
OHC&AT 

  Low Low Low 

Violent 
extremist 
activity on 
OHC&AT 
premises 

Secure access to facility   Low Low Low 

Bridge and 
river 

Risk of flooding - Keep on 
contact with Kingston 
Environmental and follow 
flood guidance  

  Low Low Low 
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Further reading /resources  
  

Yule W and Gold A. ‘Wise Before the Event, Pub. Gulbenkian. A more detailed review 
and planning guide for schools working to anticipate critical incidents. 
 
Dyregrov. A.  'Grief in Children', Pub. 1990 Jessica Kingsley. A handbook for children, 
death in playgroup and at school. £12.95 
 
Hindmarch, C. 'On the Death of a Child', Pub. 1993 Radcliffe Med Press. Guidelines for 
the support for both adults and children affected by a child's death. £12.50 
 
Pennells, M & Smith, S 'The Forgotten Mourners', Pub. 1995 Jessica Kingsley. £6.95. 
Concise guidelines for supporting bereaved children, including section on 'what teachers 
can do' and useful resource section. 
 
Grollman, EA, 'Talking About Death' Pub. 1990 Beacon. A guide for adults in how to 
talk to children about death, with a read together section for adult and child (under 9's). 
 
Jewett, C. 'Helping Children Cope with Separation and Loss'. Batford 
 
Leaman, O. ‘Death and Loss – compassionate approaches in the classroom’ Pub. 
1995, Cassell, £12.99. Practical guide for teachers concerned with pastoral care. 
 
Pennells, M & Smith, S (Ed) ‘Interventions with Bereaved Children’, Pub. 1995, 
Jessica Kingsley, £16.95. Covers different approaches, and includes a chapter on 
managing tragedy in a secondary school. 
 
Ward, B and Associates ‘Good Grief 1: exploring feelings, loss and death for under 
11's and ‘Good grief 2 exploring feelings, loss and death for over 11's’, Pub. 1993, 
Jessica Kingsley. Wide range of resource materials and ideas for the curriculum. 
 
Wells, R. ‘Helping children cope with grief’, Sheldon Pub. 1988. Includes suggestions 
for primary school teachers. 
 
Worden, J W ‘Grief counseling and grief therapy’ Tavistock Pub. 1983. 
Good general textbook. 
 
Video: ‘That morning I went to school’ 12 mins. Includes children of different ages 
talking about their own experiences of bereavement, their reactions and needs. Available 
from Sue Smith, Social Work Department, Northampton General Hospital NNI 5BD. 
 
Board Game: ‘All About Me’ produced by Peta Hemmings for Barnardo’s.  
Useful for work with primary age children. 
 
Department for Education: Emergency planning - 
http://www.education.gov.uk/schools/adminandfinance/emergencyplanning/planning/a00
10615/school-emergency-management-plan  
  

http://www.education.gov.uk/schools/adminandfinance/emergencyplanning/planning/a0010615/school-emergency-management-plan
http://www.education.gov.uk/schools/adminandfinance/emergencyplanning/planning/a0010615/school-emergency-management-plan
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SECTION TWO 
 
EMERGENCY PLANNING PROCEDURES FOR BEDELSFORD SCHOOL 
 
Managing the Response to a Critical Incident 
 
Checklist of action to be taken in the event of an emergency: 
(see checklist within the main guidance) 
 

Action to take immediately when informed of an Incident  
Preserve life and offer assistance to those who may be in need. This may include an 
evacuation and will likely include contacting the emergency services 

Action 1  Obtain and collate information about what has happened and start 
incident log 

Action 2 Gather and brief the CIMT 

Action 3 Inform the OHC&AT Executive Senior Leadership Team and trigger the 
support network through the emergency contact numbers  

Action 4 Inform the Health & Safety Officer for your area 

 
Action to take within Hours of the Incident  
Action 5 Put in place an incident management room and a dedicated telephone 

line 

Action 6 Contact families whose children/staff are directly affected 

Action 7 Make arrangements for informing other parents 

Action 8 Inform teaching and support staff 

Action 9 Inform pupils/students    

Action 10 Encourage people involved to talk  

Action 11 Be ready to deal with the media  
 
 
Next Actions (within days) 
 
Action 12   Develop a plan for handling the feelings and reactions of people,  
  including yourself, and facilitate support for high risk pupils and staff 
  (refer to Section One) 

Action 13   Anticipate further media interest 

Action 14   Consider possible further information to parents not directly involved 
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SCHOOL EMERGENCY CONTACTS 

Insert in the below table the names and contact details of the Academy/College 
centre’s proposed CIMT and emergency contacts in the event of an 
emergency. 

Critical Incident Management Team (where 
practicable include substitutes) 

Phone 1 Phone 2  

Julia James 
………………………………………………….. 

 
020 8289 2951 

 
07894672019 

Taisa Martinucci 
………………………………………………….. 

 
NONE 

 
07956140047 

Lisa Cadenhead 
………………………………………………….. 

 
020 8942 2438 

 
07886843701 

Barry New 
………………………………………………….. 

 
NONE 

 
07709 357 077 

Becky Clowes 
………………………………………………….. 

 
020 8873 2223 

 
07908 796596 

Stuart Clowes 
………………………………………………….. 

 
020 8873 2223 

 
07477576400 

Lisette Julio Quinn 
………………………………………………….. 

 
0203 624 9945 

 
07940 798 959 

Fiona Ekberg 
………………………………………………….. 

 
020 8390 5269 

 
07533 010563 

 
Sam Jackson………,………………………… 

 
NONE 

 
07724 083 176 

Governor’s Contact Cascade Details  
 
Anne Coote   020 8399 1903      07944 116807  
 
Amanda Moore   07793354627 
 
 

Staff Contact Cascade Details 
 
Julia James   020 8289 2951      07894672019 
 
Taisa Martinucci  07956140047 
 
Lisa Cadenhead  020 8942 2438  07886843701 

Radio Station Contact Details 
 
Radio Jackie - Lisette Julio Quinn  SEE ABOVE 
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Transport Contact Details  
 
Ravi Judge  0208 400 6742 (Home) 07702 212 791 (Mobile) 
 

Lettings Contact Details (if regular lettings organised or identify person best placed to contact 
hirer) 
 
Stuart Clowes   020 8873 2223  07477576400 
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Overall 
management 

of the 
incident 

Setting up 
control 
centre 

Admin 
support inc. 
telephone 
operations 

Staff and 
pupil 

welfare 

Incident on 
school trip 

and assisting 
from afar 

Information to 
staff and 
parents 

Dealing with 
bereaved 
parents/ 
families 

Managing the 
media 

Other issues 
Transport/ 
evacuation 

Leaders 
 

Principal/Head 

Principal/Head 
Julia James  
 
Lisa Cadenhead 

PA to SLT 
 
Lisette Julio 
Quinn  
 

SLT 
Taisa 
Martinucci 
 

Julia James 
Taisa 
Martinucci 
Samantha 
Jackson 
  

Principal/Head 
Julia James 
 
Ravi, Angela, 
Luke 

Police 
 
Principal/ 
Head/SLT 
Julia James 
Taisa 
Martinucci 
 
 

Principal/Head 
Julia James  
OHC&AT 
Marketing 
team 

SLT 
 
Lisa Cadenhead 
Ravi, Angela 
and Luke 

Actions to 
be taken 
 

Call OHC&AT 
Exec Team (via 
PA Team, 0203 
897 7001) 
Call H & S 
Team 
NAME AND NO 

Call Chair of 
Governors 
Anne Coote 

07944 116807  
Allocate & 
co-ordinate 
duties 

Restrict access 
 
Log calls/ 
action 
 

Contact Local 
Borough 
 
Governors 
 
Inform key 
players/  
hospitals 

Bring 
children not 
involved in 
incident to 
a place of 
safety 
 
Support 
staff 

Keep 
communicatio
ns open 
 
Support as 
required 
 

Relay 
information 
 
Limit information 
 
Provide comfort 

Organise 
transport if 
required 

Restrict media 
access around 
school/college 
 
Adhere to 
OHC&AT 
Marketing team 
guidance 

Inform taxi 
companies 
 
Organise 
transport 

Where 
would you 
locate your  
activities 

Headteacher’s 
Office 
Samaritans 
Building if 
School 
evacuated 

Largest 
available room 
with access to 
telephones 

School/College 
Reception area 

Hall or 
largest 
classroom 
 
Outside: as 
Fire Drill   

Bedelsford 
School 
PLUS send 
team to 
disaster/ 
Hospital 
 
OLT 

Hall or school 
office 

Family 
Support Room 

School 
Business 
Manager’s 
Office 

School/College 
reception area 
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What 
resources 
are required 
 
Where are 
they? 
 

Tel/computer 
Tissues 
Multi agency 
room 
Water/Refresh-
ments 
Paper Cups 
Multi agency 
room 

Telephone 
Fax line 
Flipchart 
Pens 
Emergency 
records 
School Office 

Tel/computer 
SIMS info 
REMS info 
Risk 
Assessment 
sheet for each 
trip 
School Office 

Telephone 
Water/ 
refresh-
ments 
Cups 
Tissues 
Multi 
agency 
room 

Mobile 
telephones 
 
Car with fuel 
In car park 

Seating/Tel 
Refreshments 
Tissues 
Multi agency 
room 

Water 
Tissues 
Refreshments 
Cups 
Multi agency 
room 

Refreshments 
Cups 
Multi agency 
room 

Transport 
Clair Gill 
(rbk/richmond) 
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USEFUL DOCUMENTS: 

 

EMERGENCY GUIDANCE – What do you do if… 

(These Guidelines are for Initial Response Only and Do Not Replace the Business Continuity Plan Which is your Main 
Reference Document in the Event of an Emergency) 

 

A CALLER CLAIMS THERE IS A BOMB ON SITE 

1. Always treat a bomb threat as genuine, whether or not it seems credible, and follow the steps below. 

2. Stay calm and listen – if you have time, complete the bomb threat checklist form (available in the office CIBMP emergency file). 

3. Obtain as much information as possible – try to get the caller to be precise about the location and timing of the alleged bomb and who they 
represent. If possible, keep the caller talking. 

4. Ensure that any recording facility is switched on. 

5. Write down the caller’s number if you have an automatic number display. 

6. When the caller rings off, dial 1471 (if that facility operates and you have no automatic number display) to see if you can get their number. 

7. Immediately report the incident to the Head/Principal (or the most senior person available) who will decide on the best course of action (i.e. 
vacate the premises) and notify the police. If you cannot get hold of anyone in the Academy/College, inform the police directly and notify 
the OHC&AT Executive Senior Leadership Team via the PA Team (x7001 or 0203 897 7001). Give your impressions of the caller and an 
exact account of what was said. 

8. If you have not been able to record the call, make notes for the Head/Principal and police. Do not leave your post – unless ordered to 
evacuate – until the police or a senior member of staff advises you to. 

9. Do not share information about any bomb threat with anyone other than your line manager. 

THE ACADEMY/COLLEGE IS ALERTED TO OR RECEIVES A SUSPICIOUS PACKAGE 

1. Remain calm. 

2. Put the letter/package down gently and walk away. 

3. DO NOT put the package in anything, place anything on top of the package or immerse the package in water. 

4. DO NOT move the package to another area – just leave it where placed.  

5. Call the emergency services and inform the Head/Principal. 
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6. Inform the OHC&AT Executive Senior Leadership Team as above. 

SOMEONE IS EXPOSED TO A POTENTIALLY HAZARDOUS SUBSTANCE 

1. Call the emergency services and inform the Head/Principal. 

2. Keep all persons exposed to the substance away from all others, tell them to remain calm and not to touch eyes, mouth, nose or any other 
part of the body. 

3. Turn off any ventilation systems i.e. air conditioning and ensure all windows and doors are closed. 

4. Inform the OHC&AT Executive Senior Leadership Team as above. 

THE ACADEMY/COLLEGE IS INFORMED OF A PUPIL/STUDENT FATALITY 

1. Inform the Head/Principal and the OHC&AT Executive Team as above. 

2. Ensure the Designated Safeguarding Lead is made aware and alert the Academy/College staff. 

3. Check Academy/College records to identify any relatives within the Academy/College who may require additional support. 

4. Obtain support from HR and other specialist staff e.g. Educational Psychologists. 

5. Inform pupils/students as soon as is practical, preferably in a whole school situation. 

6. Consider the media response. 

THE ACADEMY/COLLEGE IS EXPOSED TO AN INFECTIOUS PANDEMIC/DISEASE (i.e. influenza, meningitis) 

1. Inform Royal Borough of Kingston upon Thames Emergency Planning Officers (switchboard 020 8547 5000) and the OHC&AT Executive 
Senior Leadership Team as above. 

2. Consider risk assessment (if staff are affected can the Academy/College remain open) and implement necessary actions. 

THE ACADEMY/COLLEGE IS EXPOSED TO A WEAPON OR FIREARM ATTACK (Please note, this is extremely rare in the UK) 

1. Call 999. 

2. RUN or HIDE AND IF SO FOLLOW LOCKDOWN PROCEDURES 

3. Escape if you can, consider the safest options – is there a safe route and can you get there without exposing yourself to greater danger? 

4. Ensure others leave with you. 

5. Leave behind your belongings. 

6. If you can’t run safely, HIDE AND FOLLOW LOCKDOWN PROCEDURES 

7. Find cover behind substantial brickwork / heavy reinforced walls. 
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8. Be aware of your exits and try not to place yourself where you can be trapped. 

9. Lock/barricade yourself in and move away from the door. 

10. Be quiet, silence your phone and wait for the emergency services to arrive. 

REMEMBER: 

1. Always remain calm and keep yourself safe. 

2. Keep communicating to colleagues, line managers and parents/carers. 

3. Refer to the Business Continuity Plan if the incident results in injury or Academy/College closure. 

4. Do not speak to the media. 

5. These guidelines are for initial response only and do not replace the Business Continuity Plan which is your main reference document in 
the event of an emergency. 
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BOMB THREAT CHECKLIST 
 
This checklist is designed to help staff deal with a telephoned bomb threat effectively 
and to record the necessary information. 
 
SECTION A: During the call 
 
Actions to be taken on receipt of a bomb threat: 

 Switch on recorder/voicemail (if connected) 

 Tell the caller which Academy/College centre you are answering from 

 Record the exact wording of the threat: 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
Ask the following questions and record the answers: 
 

 Where is the bomb right now?  

 When is it going to explode?  

 What does it look like?  

 What kind of bomb is it?  

 What will cause it to explode?  

 Did you place the bomb?  

 Why?  

 What is your name?  

 What is your address?  

 What is your telephone number?  

 
Record call details: 
 

Time call completed:  

Number shown on display/given by 1471 (if available):  

Time Head/Principal informed:  

Time police informed via 999:  

Time OHC&AT ESLT informed:  

 
SECTION B: After the call 
 
This section should be completed once the caller has hung up and the 
Head/Principal, police and OHC&AT Executive Senior Leadership Team have been 
informed. 
 

Time and date of call:  

Length of call:  

Your name and extension number:  
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About the caller: 
 

Age:  Sex:  Nationality:  

 
About the call: 
 
Language     Background sounds  
 

☐ Well-spoken    ☐ Street noises  

☐ Irrational     ☐ House noises  

☐ Taped message    ☐ Animal noises  

☐ Offensive     ☐ Crockery  

☐ Incoherent     ☐ Motor  

☐ Message read by threat maker  ☐ Clear  

      ☐ Voice  

      ☐ Static  

      ☐ PA system  

Caller’s voice     ☐ Booth  

      ☐ Music  

☐ Calm     ☐ Factory machinery  

☐ Crying      ☐ Office machinery 

☐ Clearing throat     ☐ Other (specify) 

☐ Angry          …………………………………………… 

☐ Nasal 

☐ Slurred 

☐ Excited 

☐ Stutter 

☐ Disguised 

☐ Slow 

☐ Lisp 

☐ Accent (specify/describe) 

    …………………………………… 

☐ Rapid 

☐ Deep 

☐ High-pitched 

☐ Hoarse 

☐ Laughter 

☐ Familiar 

☐ If so, whose voice did it sound like? 

     …………………………………… 
 
       
SIGNATURE: ……………………………………………………. 

PRINT NAME: …………………………………………………… 

Other remarks 

…………………………………………………

…………………………………………………

…………………………………………………

…………………………………………………

…………………………………………………

…………………………………………………

…………………………………………………

…………………………………………………

………………………………………………… 
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DATE: …………………………………………………………….. 

BEREAVEMENT 
 
INDIVIDUALS’ REACTIONS TO BEREAVEMENT 
  
Bereavement is the process of grieving a loss and encompasses all of the feelings 
and reactions that we have when we lose someone we care about or something we 
value. Grief affects everyone: it is the universal reaction to a loss. It is intensely 
painful and stressful but also natural, normal and necessary. 
 
Grieving is the means by which we come to terms with the bereavement. It’s about 
letting go of the person we have lost, gradually changing the nature of the bonds that 
attached us to him or her. We have to come to accept that we will never see the 
person again in this life in order to move on and live fully for the rest of our own lives.  
Grief may be experienced in a combination of mental, emotional, physical and social 
reactions, and the depth with which these emotions are felt is related to the 
relationship with the person who died, the situation surrounding the death and the 
person’s attachment to that person. 
  
There are no right or wrong reactions to a death, but some common feelings are:  

 Shock and disbelief;  

 Guilt and regret;  

 Injustice;  

 Anger;  

 Loneliness; and  

 Relief (if the person died after a long illness, for example).  
 
Common effects on behaviour are: 

 Sleep disruption;  

 Loss of appetite;  

 Restlessness;  

 Exhaustion;  

 Preoccupation;  

 Anxiety and panic;  

 Tearfulness; and  

 Other physical symptoms such as nausea, palpitations, tightness in the throat 
or digestive problems.  

 
People spend different lengths of time working through each step and express each 
stage more or less intensely, often moving back and forth between stages before 
achieving more peace and acceptance. Research shows that it can take up to two 
years for the bereaved to return to his or her ‘normal self’. The important thing is that 
by working through the stages, we are able to accept the fact of the loss, and move 
our energy from this and reinvest it elsewhere.  
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The five stages are as follows:  
 
1. Denial and isolation: The first reaction to learning of the death or terminal illness 

of a loved one is to deny the reality of the situation. This is a defence 
mechanism, which buffers the immediate shock and carries the person through 
the first waves of pain. The reality of the situation has not yet been accepted, 
and the person feels stunned or bewildered.  
 

2. Anger: As reality and its pain re-emerge from the initial shock, the intense 
emotion involved is deflected from a person’s vulnerable core and redirected and 
expressed instead as anger. This may be aimed at friends or family, complete 
strangers and even inanimate objects. Bereaved people will also experience fear 
or grief at this stage.  
 

3. Bargaining: The normal reaction to feelings of helplessness and vulnerability is 
the need to regain control. It is a series of ‘if onlys’ often described as bargaining 
with a higher power to go back in time and postpone the inevitable. This is a 
weaker line of defence designed to protect people from the painful reality.  
 

4. Depression: The bereaved person feels intensely sad, hopeless, drained and 
helpless. There are two types of depression associated with grief. The first is a 
reaction to the practical implications relating to the loss. Sadness and regret 
predominate, and individuals worry about the arrangements they have to make 
and the impact of the death on the people around them. A bit of cooperation and 
a few kind words from family and friends can help to alleviate this concern. The 
second type of depression is more subtle and, in a sense, more private. It is a 
quiet preparation to separate from our loved one and bid the loved one farewell.  
 

5. Acceptance: Some people may never reach this stage, particularly where the 
death of a loved one was sudden or violent and a person is unable to see 
beyond his or her anger or denial. However, for those who do, this phase is 
marked by withdrawal and calm and a new desire to look towards the future.  

 
Kubler-Ross, E. (1969). On death and dying. New York: Macmillan.  
© Workplace Options 
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INDIVIDUALS’ REACTIONS TO TRAUMATIC EVENTS 
 
A traumatic event, whether an act of violence or terrorism, a disaster, or an accident, 
turns a person's life upside down. By definition, this kind of event causes moderate 
to severe stress reactions. Affecting survivors, rescue workers, and friends and 
family members of victims directly involved, a traumatic event may also have an 
effect on people who witnessed it directly or through the media. Whatever the nature 
of the event, individuals' experience and reactions to it will be unique to them. 
 
Normal Reactions to Trauma 
Traumatic events have a way of changing a person's perspective, assumptions and 
expectations of life. They can leave people feeling shocked, saddened, and 
vulnerable. However, it is important to remember that these are normal reactions to 
an abnormal and unexpected event. 
 
Understanding one's response after a traumatic event may help an individual cope 
better. The following are common emotional, cognitive, behavioural, and physical 
reactions to stress. A person may experience some or all reactions, or additional 
changes not included on the list. An individual may immediately feel strong emotions 
or not notice a change until later. Typically these reactions subside within 2 weeks. 
 
Emotional Reactions 
Shock 
Numbness, feeling nothing 
Anxiety, depression, and sadness 
Guilt for being better off than others who survived the event 
Fear of returning to where the incident took place, of another occurrence, of harm to 
self and loved ones, of being on one's own or having to leave family 
Uncertainty of feelings 
Feeling lost and abandoned 
Feeling overwhelmed 
 
Cognitive Reactions 
Poor concentration or difficulty making decisions 
Confusion 
Memory loss 
Shortened attention span 
Unwanted memories 
Indecisiveness 
 
Behavioural Reactions 
Irritability, getting into arguments 
Withdrawal 
Suspicion 
Inappropriate humour 
Loss of interest in family, friends, and daily routine 
Change in sexual interest 
Increased consumption of nicotine, alcohol, and drugs 
Increased or decreased eating 
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Physical Reactions 
Headaches, nausea, stomach pains, tightness in the chest, muscle pain – generally 
feeling unwell 
Listlessness and feeling tired 
Increased sensitivity to noise or people 
Pounding heart, rapid breathing, edginess 
Loss of appetite 
Tremors 
Disturbed sleep or upsetting thoughts, dreams and nightmares 
 
There is no simple fix to make things better right away. But there are actions that can 
help the individual cope better and heal from the traumatic event. 
 
Dos and Don'ts – Coping Strategies 
Understand that everyone reacts differently to trauma. It's OK if one person's 
response is different from someone else's. 
Give yourself time and permission to feel out of sorts, anxious or sad. Having gone 
through an ordeal, people will have good and bad days. That's part of the healing 
process. 
Get plenty of rest, nourishment, and exercise (at the minimum, take a walk). Focus 
on relaxing rather than stressful activities. 
Maintain a usual routine. Make as many daily decisions as possible, encouraging a 
feeling of control. 
Be more careful around the house and while driving. Accidents are more common 
after a severely stressful event. 
Express needs and emotions clearly and honestly. Reach out to at least one person 
who is a good listener and non-judgmental. 
Accept support and help from caring family and friends. An individual might also 
want to share feelings with others who have also been affected and check to see 
how they're doing. 
Resolve day-to-day conflicts so they don't build up and add to feelings of stress. 
Help other people in the community as a volunteer. Stay busy. 
Don't attempt to numb the pain with drugs, alcohol, cigarettes or coffee. 
Don't bottle things up. Allowing feelings to come out will help with recovery. Talk, cry, 
share thoughts, write them in a journal – whatever works. 
Don't shy away from situations, people or places that bring back memories of the 
event. 
Don't dwell on media reports on the tragedy. Limit time around the sights and sounds 
of what happened. 
Don't make big life changes or snap decisions until fully recovered from the event. 
Don't try to fight recurring thoughts, dreams, or flashbacks. These are normal and 
will decrease over time. 
 
When to Seek Extra Support 
Sometimes the stress can be too big to handle alone. If experiencing any of the 
following, an individual should consider seeking additional support: 
 
Inability to take care of self or children 
Continuing to feel numb, tense, confused or exhausted 
Feeling sad or depressed for more than 2 weeks 
Inability to handle intense feelings, emotions or bodily reactions 
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Continuing to have nightmares and a poor sleeping pattern 
Smoking, drinking, or taking drugs to excess 
Thinking about suicide 
Continuing to make mistakes or have accidents 
Realizing that work performance and relationships are suffering 
Having no one with whom to share emotions, and feeling the need to do so 
 
Where to Go for Extra Support 
Your physician 
A clergy person 
Your employee assistance program (EAP) 
A mental health counsellor 
Local support groups 
A suicide prevention hotline 
 
References 
U.S. Centers for Disease Control and Prevention. (Updated 2009, February 20). 
Coping with a traumatic event. Retrieved July 9, 2014, from http://www.bt.cdc.gov  
Sulaski, C. (Reviewed 2015). Individual's reactions to traumatic events. Raleigh, NC: 
Workplace Options. 
 
Disclaimer: This document is intended for general information only. It does not 
provide the reader with specific direction, advice, or recommendations. 
You may wish to contact an appropriate professional for questions concerning your 
particular situation. 
Content ID: 62200 
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MANAGER'S RESPONSE TO TRAUMATIC EVENTS 
 
Developing and following an emergency response plan for certain traumatic events 
has become a standard management practice in many organizations. If your 
employer established such a plan, take the time to review it on a regular basis. Our 
hope is that you will never have cause to activate those procedures. But preparing 
for the possibility now would be a prudent step to take. 
 
Given in that spirit of preparedness, the following information can be applied to 
events occurring within or outside the workplace that cause moderate to severe 
stress reactions to employees. Natural or man-made disasters, serious accidents, 
acts of violence, and suicide at the workplace are classified as traumatic events. 
 
First Steps 
Focus on feeling and communicating a calm and controlled attitude. Although 
difficult, reacting calmly as a leader is critical at this point. Recognize your own 
anger, anxiety, or frustration, but resist acting out of these emotions. Take a few 
deep breaths on a regular basis to reduce the effect of stress on your body and 
mind. Speak in a slow, measured way. Consider your course of action rather than 
making snap decisions that may have to be changed. 
 
If your organization has one, follow the emergency response plan and assume that 
everyone else is doing the same. Depending on the situation, contact emergency 
services, senior management, or other internal responders. You may also need to 
secure the area, shelter yourself and employees in place, or act in other ways to 
provide for everyone's safety. 
 
Keep information and communication lines open. As people will quickly begin to 
respond emotionally to the event, sharing accurate information with them will reduce 
speculation and anxiety. Don't be afraid to say, "I don't know." Don't pass on 
information without confirming the source. Follow up with employees as soon as you 
obtain new information or answers to their questions. 
 
Unless security would be compromised, encourage employees to contact their loved 
ones. 
 
Your Response to Employees 
Don't view the behaviour of people reacting to an abnormal event as psychologically 
abnormal. People will be affected and will react differently to the event, so be 
sensitive to those differences. Over time, they will feel better and show signs of 
recovery. If you become concerned about an employee because of continued 
physical, emotional, or work performance problems, consult with your manager, 
employee assistance program (EAP), or other professional resource. 
 
Interacting with your employees in a compassionate and understanding way will 
reduce their stress response and prevent increased anxiety and conflict. 
 
Before employees leave work after the incident, gather facts and solicit their input. 
Show your compassion and understanding for what they've just gone through. Touch 
base with each one to assess how they're doing and if they can get support from 
family or friends that night. Don't be afraid to set a positive example by sharing your 
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own reactions. Advise them to care for themselves in a mindful way: drink water; limit 
consumption of alcohol, nicotine, caffeine, and junk food; limit unnecessary driving; 
take a walk or get some other form of exercise; and get some sleep and rest. 
 
Helping Staff and the Organization Recover 
Walk through the workplace, and talk with all employees in a caring way. One of the 
biggest factors in helping the workplace heal is for management to show 
understanding about how the incident impacted the employees. Inform them that the 
EAP is an excellent resource for situations like this one. 
 
If death resulted from the event, give employees the information about the funeral or 
memorial service and encourage them to attend. If possible, attend yourself and 
invite senior management to accompany you. Ask employees if they would like to 
plan a way to honour the deceased. Allow them time to meet and work out the 
details. 
 
Provide regular updates with new information when available. Make sure all 
employees are informed, even those who did not attend your update meetings. 
Accurate information is part of the process of recovery and de-escalation from the 
event. 
 
Accept that normal work productivity will be reduced for a time. Workloads may need 
to be temporarily redistributed and deadlines changed. Discuss the changes with 
employees before making them. Ultimately, a return to normal work schedules and 
routines will help to establish a sense of normalcy again. Good communication and 
developing a shared story – "We're all in this together." – will also help restabilize the 
workplace. 
 
Consult with your manager and the EAP about the possibility of inviting a counsellor 
from the EAP to meet with your staff. An EAP consultant can also give you guidance 
about how to manage any employees who are exhibiting behaviours that concern 
you. 
 
Based on the circumstances of the traumatic event, you may want to discuss with 
your manager the need to review security or safety procedures and develop or revise 
the emergency response plan. 
 
Lastly, follow the advice you gave employees. Choose healthy and positive ways to 
manage your own stress response. Monitor your reactions regularly. If you notice 
that your choices aren't working, consider reaching out to your EAP or another 
reliable resource to find alternative ways to take care of yourself. Remind yourself 
that this experience will end, the workplace will stabilize and return to normal, and 
you will be able to move forward. 
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SUGGESTIONS FOR SPEAKING WITH BEREAVED INDIVIDUALS 
 
Supporting bereaved individuals can sometimes be difficult and uncomfortable. You 
may feel tongue-tied and unsure of how you can help. Although you can't change the 
reality of the loss, your presence may be more important than you'll ever know. 
Nothing can take away a bereaved person's pain. However, being available will give 
comfort during the critical grieving process. People with strong social support tend to 
cope better after a significant loss. Below are a few suggested dos and don'ts to 
consider before speaking to individuals who have lost a loved one. 
 
Dos 
Reach out and show your concern and compassion. If you find yourself struggling for 
the 'right' words, don't worry. Be genuine and say something like this: 'I'm not quite 
sure what to say, but I want you to know that I care. I'm so sorry for your loss.' 
 
Ask if the person wants to talk, and then be available to listen. Put aside your mobile 
phone, and don't try to multitask; just focus and listen. Give the person your full 
attention. You don't have to say much; try to be comfortable with any silences. 
 
Allow people to express whatever they are feeling at the moment and are willing to 
share. There is no 'right' way to grieve. Some people cry, some get angry and still 
others don't outwardly express any emotion. Grief has been compared to being on a 
roller coaster with its accompanying emotional ups and downs. Accept and 
acknowledge their feelings without judgment, even if you don't understand or haven't 
experienced those feelings yourself. 
 
Let the bereaved individuals move the direction of the discussion. 
 
They may want to speak about their loved one or talk about the details of the death. 
On the other hand, they may want to take a break and enjoy the distraction of taking 
a walk with you or hearing about your family instead. 
 
If you knew their loved one, share something you admired or appreciated about the 
person. They will find comfort in hearing such positive memories. 
 
Participate in the visitation, funeral or memorial to show your support and concern. 
 
Don'ts 
Don't give unsolicited advice about how the grieving individuals should feel or what 
they should do. Don't assume you understand what they are going through; you may 
be way off base. This is a time when you won't be able to fix the problem. 
 
Avoid saying 'You're so strong', which puts pressure on the bereaved to hold in 
feelings. 
 
Don't change the subject when they mention their loved one. You may want to 
protect them from experiencing more pain, but you can't. If they feel comfortable 
talking to you, don't stop them from taking the opportunity to do so. 
 
Don't share stories of your own losses, which can come across in an insensitive way 
to the bereaved. 
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Don't try to find something positive about the death. Avoid making statements like 'It 
is God's will', 'She's in a better place' or 'Now you can get on with your life'. Such 
comments can be misunderstood and stir up anger, resentment or confusion. Unless 
asked, keep your beliefs to yourself. 
 
Next Steps 
Although there are many tasks that need to be done following the death of a loved 
one, grieving individuals frequently do not have the energy or concentration to 
complete them. Not wanting to be a burden or imposition, they often will not ask for 
help. Consider reversing the order, being proactive and reaching out to them with 
specific offers instead. 
 
Here are some suggested ways you can help: 
Ask the bereaved individuals if you can do any of the following: 
 

 Communicate the news of the death and funeral or memorial service 
arrangements to people you know in common. 

 Help to make the funeral or memorial service arrangements. 

 Run errands, shop for food or cook a meal. 

 Mow the grass or perform other outside garden tasks. 

 Do household cleaning or laundry. 

 Babysit or pick up the children from school or other outside activities. 

 Care for any pets. 
 
With time, many people stop sending cards, calling or visiting. However, the grieving 
process persists, sometimes for years. Continuing to reach out to bereaved 
individuals may be more important at this period of time than immediately after their 
loved one's death, when many family, friends and neighbours initially came forward. 
Be mindful of the sensitivity that holidays and anniversaries provoke. You may want 
to touch in with them before those special times. Asking if they need anything will be 
much appreciated. 
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