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The Samworth Church Academy 
 

CRITICAL INCIDENT PROCEDURE 
 
1 Introduction 
1.1 This procedure complements our Health & Safety policy and Educational Visits 

policies. 

1.2 In the event of a critical incident, we aim to maintain and restore the normal 
operation of the Academy with minimal disruption and anxiety to everyone on site 
and in the local community. 

1.3 A critical incident is an emergency which could have a profound or lasting effect 
on our operation and cause widespread harm, distress or alarm to our people. 

1.4 Critical incidents include, for example:  

i. a major or fatal accident; 
ii. an explosion, fire or flood; 
iii. a disastrous technical failure, including total loss of digitally held data; 
iv. an epidemic; 
v. an abduction; 
vi. an act of terrorism or extreme violence; 
vii. the death of one of our people; 
viii. a major incident within the community around us. 

 
2 Receiving the Alert 
2.1 The member of staff receiving the alert should obtain as much information about 

the nature and likely cause of the incident as possible in the first instance, 
including: 

i. what has happened; 
ii. whether the emergency services have been informed and are attending; 
iii. the precise location, and any access problems if not on site; 
iv. details of any casualties; 
v. details of any actions taken so far; 
vi. name (and contact details if not on site) of responsible person at the scene; 
vii. assessment of what assistance is required. 

2.2 They should notify the emergency services if necessary.  
2.3 Inform a member of the Executive Group immediately afterwards. 
 
3 Managing the Response 
3.1 The member of the Executive Group should decide on the level of response 

needed, after consulting with the Principal and/or others if there is sufficient time 
for such consultation.  The level of response will depend on assessing whether 
the Academy can cope with the incident alone or should involve other agencies 
to secure the safest and most effective response. 

3.2 In deciding on the level of response, the Executive Group will consider whether to 
provide: 

i. total or partial evacuation of the site either to staff and students’ homes or to 
an alternative safe location, by implementing the evacuation procedure; 
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ii. safe shelter within the site if it is unsafe to evacuate the building; 
iii. safe shelter within the Academy for those evacuating from or affected by an 

emergency in the vicinity of the Academy. 

3.3 The response will involve deciding which members of staff need to be alerted to 
and involved in the response and cascading our contacts.  All members of the 
Executive Group have up-to-date copies of the Emergency Contacts Tree to 
facilitate speedy communication of duties and information about the incident.  
Each person given particular duties should record them if possible and repeat 
back the details of their duties to the person issuing them.  Those people given 
responsibility for dealing with the mass media should have received media 
training and/or guidance. 

3.4 Responsibilities that must be clearly assigned include: 

i. staff and student safety; 
ii. site security and management; 
iii. maintenance and restoration of normal operations; 
iv. collaborative communication (with e.g. police, fire, Department for Education); 
v. communication with students, parents and community; 
vi. communication with mass media and uninvolved external agencies. 
 

3.5 If there is sufficient time, an emergency plan should be drawn up identifying how 
the critical incident will be managed.  The plan should identify locations for: 

i. deploying of members of the Executive Group and other staff; 
ii. providing information to students; 
iii. receiving and informing parents; 
iv. communicating with the mass media; 
v. a safe, quiet area for students and adults; 
vi. a safe relocation site if necessary. 

 
4 Communications 
4.1 Reception staff should ensure that at least one telephone line is kept free for 

outgoing calls by the Executive Group.   

4.2 All staff should record their contacts, decisions and actions either at the time or 
as soon as possible afterwards. 

4.3 As soon as practical, arrangements should be made to inform, and to keep 
informed: 

i. the Chair or Vice-Chair of Governors; 
ii. all staff; 
iii. the attached officer of the Department for Education; 
iv. parents of students affected; 
v. all students on site; 
vi. the local mass media. 

 
5 Subsequent Planning 
5.1 Once the immediate emergency is under control, a longer term plan should be 

drawn up to deal with the aftermath, including: 
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i. possible ongoing or subsequent disruption to the normal operation of the 
Academy; 

ii. possible staff tiredness or exhaustion; 
iii. possible shock, distress and psychological disturbance of staff and students; 
iv. possible demands from the mass media; 
v. possible impact on the Academy’s image and public relations. 
 

6 Debriefing 
6.1 Once the emergency is over, all staff should be debriefed.  Care should be taken 

to ensure they are fully informed of the causes, nature and impact of the incident. 

6.2 Key members of staff involved in responding to the incident should be individually 
debriefed, to collect information that can be analysed to provide lessons for future 
prevention or management of such incidents. 

6.3 A report should be prepared for the Governing Body, including details of any 
lessons learned. 
 

7 Other Associated Policies 
 
7.1 Health and Safety Policy 
7.2 Educational Visits Policy 
 
8 Monitoring, Evaluation and Review 
8.1 The policy will be promoted and published throughout the Academy.  

8.2 The Governing Body will review it within two years and assess its implementation 
and effectiveness.   

 
 


