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Introduction

The purpose of this policy is to ensure that all staff, governors and key stakeholders of the school are fully briefed on the correct protocol to follow in the instance of an abnormal event or school emergency/critical incident.  
A school emergency is deemed as a condition which can arise and will affect the normal running of the school, such as extreme adverse weather, the breakdown of services and/or facilities, and any incidents/accidents that could, or already have, affected any staff member or pupil related to the school.  
A critical incident is deemed as a sudden, unexpected event that causes a level of shock, trauma and distress on a scale beyond the coping capacity of the school.   
It should be noted that whilst these guidelines are comprehensive, it is unlikely that they will cover all eventualities.

Types of Emergency/Critical Incident
Emergencies fall broadly into two categories:

1. A significant incident internally, for example: 

· Premises fire, explosion, or leak

· Significant structural damage

· Virus or disease epidemic

· Deliberate harm of a child/ren, member of staff, parent, etc by a third party (including a hostage situation)

· The sudden, unexpected death of a child or member of staff

2. Events externally, for example:

· A severe weather situation

· A transport-related accident involving pupils and/or staff members (school trip, etc)

· Criminal activity (e.g. bomb threat)

· Local community incident which is witnessed/experienced by pupils and staff

· A public health incident (e.g. wider community virus and/or disease epidemic)
· An incident involving another school

· An incident with a high media profile or one involving a number of schools

Aims and objectives
The aim of this policy is to ensure that, in the case of an emergency/critical incident, the school is able to respond rapidly and effectively.  Efficient use of resources will mitigate the impact of any type of emergency on the school, pupils and staff.  
The objectives of the procedures within the policy are to:-

· Prevent/minimise the injury and loss of life to pupils and staff

· Alert the relevant parties, e.g. emergency services, the Local Authority (LA), parents and governors

· Have an elective to take control of the incident until the emergency services arrive 
· Minimise disruption to the normal daily routine of staff and pupils

· Support staff, pupils and parents in the aftermath of the incident

School Emergency Management Team / Critical Incident Management Team
The Headteacher is considered to be in the best position to take responsibility for determining what action is appropriate in the event of an emergency situation.  He will be assisted by the School Emergency Management Team (SEMT), which comprises:-
The Headteacher


Richard Hearn
The Assistant Headteacher

James Osler


The Chair of Governors

David Bloomer
The Finance Officer


Lizzy Moor

The Admin Officer


Liz Howe

*In the event of the unavailability of the Chair of Governors, it will be the Vice-Chair, Simon Rahn
Each member of the SEMT is given their own copy of the policy and they are required to confirm in writing that they have received and read it, and are thus familiar with the school and LA procedures.  A copy is also held in the red Emergency Information bag held in the Admin Office, and an electronic copy held on the school server (Winpool (G:) –Emergency Procedures – Emergency Plan Info).
Red Emergency Information Bag

This bag is located under the hatch window in the Admin Office. It contains a folder of useful information, such as:

· List of first aiders

· Staff and governor contact details

· ‘ParentMail’ communication system login details

· School site/floor plan

· School Emergency/Critical Incident Policy –  incorporating LA Emergency Conditions & Major Incident Guidance 

· Business Continuity Plan which includes cluster schools contact details, utility and contractor contact details, etc
· Oakford Technology IT Disaster Recovery and Business Continuity Plan

· Wiltshire Educational Psychology Service Emergency Information Booklet

· Procedures for handling bomb threats

· Health & Safety Policy

· Hazardous substances stored on site information (cleaning products, etc)

· Asset register information and insurance details

· Spare pens, paper, log book

The Finance Officer is responsible for updating the contents of the red bag.  The Admin Officer is responsible for taking the bag off site during all evacuations if safe to do so.
Bomb Threats

Most bomb threats are made over the telephone and the overwhelming majority are hoaxes, often the work of malicious jokers, although terrorists do make hoax calls with the intent of causing alarm and disruption.  Any bomb threat is a crime and must be reported to the police no matter how ridiculous or unconvincing.

Further information, including a Bomb Threat Check List, has been provided by the National Counter Terrorism Security Office (January 2016), the details of which can be found at Appendix F. A copy of this information is held by the Administration Officer, and in the red Emergency Information bag.
Alarm Activations & Evacuation Procedures

If evacuation is required during school hours, the fire alarm will be sounded to advise staff, children, visitors, etc. to immediately vacate the school buildings and premises.  This is done by pressing any of the fire alarm call points.  Evacuation procedures are displayed throughout the school and they are well rehearsed by staff and pupils during regular fire drills.

Outside of normal school hours, if the intruder alarm is activated, the alarm company will contact a school key holder (the Headteacher and two members of support staff who live locally are key holders).  The key holder(s) visibly check the school (if safe to do so) and will report the matter to the police if necessary.  
If an emergency incident occurs out of hours and a member of the public reports it to the Police, the Police will contact Wiltshire Council who will in turn contact the Headteacher.
Like the vast majority of schools in Wiltshire, the fire alarm is not directly connected to Wiltshire Fire & Rescue. This means that if there is a fire out of school hours, the school is reliant on a member of the public/local resident to dial 999 to report it.  
Lockdown Procedures

If an emergency situation occurs which requires everyone to remain inside the building, the following lockdown procedures will apply:

· The Headteacher (or any member of staff in his absence), will verbally inform staff or alternatively, the signal for’ lockdown’ or ‘take shelter’ will be sounded which is a continuous and sustained ring of the school’s hand bell or a whistle by any member of staff.  The method used will be commensurate with the particular circumstances.  The Headteacher or any member of staff will dial 999 and/or the LA Emergency Planning Team if necessary.
· Everyone outside of the school building will be brought inside immediately, whilst all those inside the school will remain inside, with the congregation area being Cherry Hall.  Everyone to remain calm.
· All external doors and windows will be locked/closed and people will stay away from windows.  No-one is allowed to enter or leave the secured building.

· All pupils and staff should be accounted for, and any missing should instigate an immediate search.

· During lockdown, staff should await further instructions from the Headteacher.  

· If appropriate, the Admin Officer will notify parents via the school’s communications system.  Pupils will not be released to parents during lockdown.

· If the school needs to be evacuated, the fire alarm will be sounded by the pushing of any fire call point.

· Only the Headteacher or the police if they are involved, can indicate an end to the lockdown period. 
Partial Lockdown (Take Shelter) Procedures
This allows free movement within the school building which might be appropriate in response to a situation where there is a generic risk to the local community such as smoke from a nearby fire or other air quality concerns created from a road traffic or industrial incident.

Immediate actions would include:

· The Headteacher (or any member of staff in his absence), will verbally inform staff of the need for everyone to stay inside
· Outside activities cease and staff and pupils return indoors

· External doors and windows are closed/locked 
· Maintain contact with relevant Emergency Services
Emergency & critical incident processes
The following documents form this policy and are included as appendices A-E:
· LA Emergency Conditions and Major Incident Guidance (“Part One”) and LA Major Incident and Business Continuity Guidance (“Part Two”) (Appendix A)
· Emergency Action Lists – quick reference guides for the Headteacher, School Emergency Management Team, Admin Officer and the LA.
(Appendices B, C, D, E)
This policy is based on the ‘Emergency Conditions & Major Incident Guidance for Headteachers 2018/19’ provided by the LA in November 2018  – which is made up of Parts One and Two as detailed above.  The LA reviews this guidance annually in October, and the school’s policy is updated accordingly.
Associated documents/information
This policy should be read in conjunction with the Business Continuity Plan which includes more detail about the recovery procedures/processes needed following emergency/critical incident disruptions.
An Emergency Information Booklet entitled ‘Critical Incidents in Schools and Other Settings’, issued by Wiltshire Educational Psychology Service in October 2015, is also of useful reference and a copy can be found in the red Emergency Information bag.
Government guidance for emergency planning can be accessed via:-

https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-years-settings

Wiltshire Emergency Planning Unit 
Tel: 01225 713159
Email: emergencyplanning@wiltshire.gov.uk
This policy was approved by the L&R Committee on XX XXXXXXXXX

 It will be reviewed annually (or earlier if deemed necessary by the Local Authority).
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