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CRITICAL INCIDENTS – PLANNING A SETTINGS RESPONSE
If the Emergency Services / Police are involved their advice will need to be taken on the steps to be followed.

Major Incident

	· Lead taken by a senior staff member on receiving news.


	· Gather factual information - what has happened, where and when, names of people directly involved.


	· Refer to document Critical Incident Guidance for Schools and Settings in EPT area Bradford Schools Online. If further advice is needed contact the Educational Psychology Team / Education Social Work Service.


	· Hold a management planning meeting to agree action priorities.



	· Inform the Chair of Governors and agree contacts with Governors.


	· Inform Children’s Services.


	· Inform head teachers of schools that may also be connected to the event e.g. sibling connections.



	· Head teacher / senior member of staff contacts / visits the families as soon as possible leaving contact details.


	· Set up an incident group to agree on action and priorities.


	· Identify a member of staff who will co-ordinate the setting’s response.


	· Identify a member of staff for parental contacts.



	· Consider the need to draft a letter for other parents.




	· Nominate a member of the senior management team to deal with media enquiries. Contact the Education Communications Team or Bradford Council’s Press Office for advice. Make sure all staff are aware who the nominated media contact is and remind them to pass all enquiries to the nominated contact. The nominated contact should take advice from the Education Communications Team or Bradford Council before issuing any verbal or written statements to the media.



	· Identify who will liaise with outside services and make necessary arrangements.


	· Try to establish whether other services outside the setting are already involved.


	· Establish a clear communication route with outside services with named setting contact.


	· Set up incident room if required with two dedicated phones (incoming and outgoing) and prepare a script which deals with potential queries.


	· Keep a record of all incoming and outgoing calls / advice, and names of contacts.


	· Ensure that those who need to know are informed.


	· Consider how to give information to all staff promptly.


	· Continue normal timetable wherever possible.


	· Agree with staff how to inform pupils.


	· Advise staff on how to handle children’s feelings – see Critical Incident Guidance for Schools and Settings in EPT area Bradford Schools Online.



	· Inform pupils and provide them with an opportunity to ask questions and discuss what has happened.


	· Identify activities that might be appropriate for developing children’s understanding and mutual support.



	· Plan flexibly and sensitively to support the children most affected. Minimise withdrawal from class but identify pupils who may need additional support.



	· Inform other parents, reassure them that pupils will be supported, and advise them on how to listen to and support their children.


	· Encourage staff to talk and support each other during breaks.


	· Gather those staff most involved for a de-briefing at the end of the day - ensure staff taking the lead are also debriefed and given appropriate support.


	· Consider possible arrangements for staff and children attending funerals.


	· Consider whether a memorial event should be held.


	· Consider appropriateness of lasting memorials / role of charitable donations etc.


	· Consider need for gaining parental permission for interventions planned with outside agencies.


	· Ensure staff are given appropriate support.


	· Ask staff to monitor the affects on adults and children over time and feed this back to member of staff co-ordinating the setting response.


	· Convene incident group regularly to review actions and progress.




Additional Guidance

The following guidance is also available from the Educational Psychology Team (EPT) or Education Social Work Service (ESWS) and is downloadable from the EPT area.
· Critical Incident Guidance for Schools and Settings

· Critical Incident Guidance Individual Bereavement Planning Guide

· Children’s Understanding of Death

· Supporting Bereaved Children Guidance for Carers
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