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OAK HILL SCHOOL MISSION STATEMENT

Oak Hill School is a welcoming and supportive environment where children can thrive socially, creatively, and academically. Our commitment to understanding each student's unique needs drives us to provide personalised pastoral support and effective behaviour guidance, ensuring high-quality learning experiences. Collaborating closely with our partners, we deliver a diverse and engaging curriculum that caters to the individual needs of our learners. Our guiding values: Friendship, Equality, Respect, Resilience and Excellence—shape the foundation of our school ethos. Recognizing that some of our students have faced challenging experiences, both at school and at home, we aspire to make Oak Hill School a place where they can rediscover the joy of learning. Through our school motto: Enjoy, Aspire and Achieve; our goal is to inspire them to dream big, fostering aspirations to become the individuals they envision, ultimately evolving into the best versions of themselves. The dedicated staff at Oak School provide unwavering support, guiding them towards the realisation of their ambitions.





























Critical Incident/Business Continuity Team:

Head Teacher
Deputy Head
SENDCo
Business Manager
Office Administrator
Caretaker


This policy is accessible to: 
1. all staff (permanent, temporary, supply or otherwise)
1. advisers/inspectors
1. parents (on request)
1.  Oak Hill School Board of Trustees
All staff have access to a copy saved on the school network.



	







1.  Introduction
This policy is to help staff respond effectively to an emergency at school or on an educational visit. A critical incident is defined as an event likely to affect the fundamental aims or day-to-day running of the school. The Trustees and all staff at the school have a duty to provide a safe environment for every member of the school community and any visitor to the school.
A critical incident can include any of the following events (this list is not exhaustive):
· Serious injury or death of a pupil or staff member (in or out of school time) 
· Serious injury or death of a pupil or staff member on a school trip
· Sexual assault on a child or staff member 
· Serious injury and/or death of multiple children and staff (for example as a result of a bus crash or other catastrophic event) 
· Denial of access to school buildings or site. For example, because of a fire or other emergency evacuation by the Emergency Services.
The release of hazardous substances closes the school. For example, the result of a chemical or fuel spillage or because of toxic fumes from a chemical or fuel fire adjacent to the school
· Extreme weather: stopping staff and/or pupils (and/or parents) getting to or leaving school. For example, heavy rain or snow which results in transport disruption, or which makes normal road and public service transport travel unsafe
· Major incident in the immediate or wider area which prevents staff and pupils (and/or parents) attending school. For example, a major terrorist incident, which causes massive disruption to transport. Parents may be unable to collect children on time. Alternative care arrangements will need to be provided for children concerned until they can be restored to their families/normal carers.
· Where the behaviour of a pupil or staff member brings unwanted media attention, resulting in severe disruption to school business. 
· Higher than normal absence from school. For example, because of infectious diseases such as Meningitis, Influenza or Coronavirus.
· Attack on a pupil, member of staff, or visitor to school. 
· Evacuation of the school site by the Emergency Services to a safe cordon distance of 200m to 600m. The size of the cordon depends on the incident. For example, a gas leak or a fire would require a 200m cordon. If the police suspected a terrorist bomb they could evacuate staff and pupils up to 400m from the suspect device

Other Threats
· Phone and ICT Communications Loss
· Utilities/Energy Supply Failure
· Strikes
· Service Delivery Loss of General Nature – School is unable to provide buildings 
· Finance Process Breakdown – payments to staff and suppliers fail

1. Aims
· Minimise threat to safety and wellbeing of staff and pupils
· Minimise potential damage to school buildings and resources
· Inform appropriate parties of an incident and its consequences.  This may include emergency services, Chair of the Board of Trustees, Head Teacher, staff, parents and pupils.

2.  Guidelines
In the event of a critical incident, the following procedure should be followed.  Further information from the London Borough of Barnet is available at:
 https://wwc.barnet.gov.uk/sites/default/files/assets/workingwithchildren/Informationforschools/EmergencyPlanningforSchools/EmergencyPlanningGuidance.pdf
Immediate action (within hours)
· Members of Critical Incident/Business Continuity Team to assemble in the main office or, if the building is evacuated, in an alternative safe place
· Obtain and collate accurate information about the incident so that calm and appropriate action can be taken; 
·  Retrieve the existing contingency plan. Ensure that the current edition is available to several people so that it is still available even if one or more members of the CIMT are not available at the time of the emergency.  Head teacher and the Deputy Head teacher should keep at least one paper copy of the plan off site so it can be accessed even if the buildings are unavailable. 
· Inform the Chair and Executive Head;
·  Although we are an Academy, it would still be appropriate at this time to inform the LA;
·  Update an Incident Action Plan based on this contingency plan.
·  Establish a communications room and dedicated phone. This is likely to be in the Head’s Office unless the school premises are not available. Other rooms will need to be established e.g. briefing area for parents / carers; briefing area for media. 
· A decision may need to be taken at an appropriate time if it is necessary to close the school. If so, use the standard closure notification system that currently uses texts and email. Contact would be needed with bus companies. 
· Social networking sites. We need to be aware that information may be made available on social networking sites very early in an emergency and this could serve to inform (or possibly misinform) parents and others. The need for prompt action to provide accurate information is therefore vital.
·  Start the incident log and record keeping procedures. Use the attached incident forms. This record is vital as later enquiries or court cases can depend on the accurate recording and availability of information. It is essential to have an up to date record of:-  What action has been taken;  What has been said;  The people who have been informed;  Which people have attended (as helpers or visitors) etc.
·  Contact the families of children and staff involved. It is obvious that this will need doing but what is not always clear is who should do it. This decision can only be taken in the light of the actual circumstances. It is most important to keep (and use) an accurate log of this so that no family is unintentionally omitted or contacted twice by different persons.
·  Arrange to inform other parents.  All parents will be concerned and, in some situations, very worried. Arrangements should be made to inform them using brief but accurate information, probably through our texting service. Information that is more detailed can be provided to parents later, if appropriate. 
· Inform teaching and support staff. Because of their close contact with students, it is important to provide full and accurate information and to brief them about what can be appropriately discussed with students. Advice to staff about giving information to the media will also be important. Normally, this should be channelled through the person identified to handle media enquiries and information. A staff meeting would probably be called so that staff feel involved in the procedures. Information about points of contact should be included. 
· Inform students. Arrangements would be made to inform students not directly involved. There may be a need to provide updated information as a situation develops and this would be probably done through assemblies. Where relevant, advice would be given about talking to the media if the circumstances warranted it. Students would also be informed of the support strategies that are available.
·  Contact appropriate support services. The LA may well be able to advise about whether other support services should be involved. The school also has its own counsellor it can contact.
·  At this stage double check that everyone who should be informed has been informed.
·  Ensure media access to the site, students and staff is controlled.
·  All media enquiries should be directed to the Local Authority.
·  Inform associated schools.  Other schools and settings could be directly affected by an incident, not least because they may have on their roll siblings of students involved. This may need to be dealt with earlier depending on the relationships involved.

Short Term (within hours or days) 
· Hold on to normal routine if possible.  One of the aspects of a crisis is the anxiety felt by all the people associated with it, including those who have no direct involvement. It is good practice to hold to normal routine as far as possible to ensure some security in the lives of children, in particular, at a time of crisis.
·  Arrange a debriefing for staff and students involved in the incident. Aim to:-  Clarify what happened;  Allow for a sharing of reactions  Reassure the participants that such reactions are not abnormal  Mobilise resources. It may be best for this to be done by an experienced person from outside school. 
· Develop a support plan for handling feelings and reactions of people. Schools will need the advice and assistance of specialist staff to deal with people’s reactions to the incident. It is important not to allow an ad hoc approach but to draw up a support plan with the professionals in this area. It may be necessary for the staff of the setting to have a location where they can meet to discuss the school’s response to the incident. The school may need to buy into the Education Psychology Service to provide counselling for staff/students. A similar service may be available through the Health Service for students. 

· Medium Term (within days or weeks)


·  Continue to provide updates on facts. Depending on the circumstances, it may be necessary to continue to provide updates for staff, parents and the media for several days or, in some situations, even longer.
·  Monitor the effects on students and adults and organise support for those needing it. 
·  Prepare for involvement in funerals, memorial services, etc.
·  Prepare strategies for re-entry into school.  When attendance at school has been interrupted by a critical incident, it is important to prepare for return. This will require briefing for staff and students and possibly a modified timetable.

Longer Term 
· Continue to be aware of people’s state of mind. As things return to normal, it is important to continue to be aware of those who are vulnerable and watch out for continuing or emerging symptoms. New staff and staff unfamiliar to vulnerable students will need briefing about the situation.
·  Maintain regular contact with relevant families. 
· Memorials.  The school will want to consider whether it is appropriate to organise memorial assemblies, or physical memorials. It may be appropriate to seek advice from head teachers who have had similar experience.
· Prepare for anniversaries.  Anniversaries are likely to be sensitive and difficult times. It is wise to prepare together for these. Marking an anniversary with something positive may be more helpful than allowing it to pass without drawing attention to it. The views of parents of any students who had been involved in the tragedy, or who had lost their lives, need to be taken into account. 
· Be aware of the effects of legal procedures.  Enquiries and court cases, etc. can be long drawn out affairs, keeping alive the trauma of the event. Schools should make it their business to be aware of these proceedings and the possible effects on those involved.
·  Provide support as the facts progressively emerge and change Schools should be aware that the understanding of the event could alter as information emerges. Strong feelings of guilt may develop and support may be needed for these people.
·  Review procedures In the light of experience, the school may consider reviewing their procedures and implementing any learning from the incident. That information could be shared with the Local Authority as it could contain information that might be useful to other schools/settings.



















3.  Procedures
	Action
	Time

	· Incident Manager (IM) to differentiate between a major or minor incident
· Assess continuing risk to ensure safety of staff and students
· Make safe hazard
	Immediate

	· IM to gather critical incident team (Leadership team initially, additional support from nominated first aiders, admin support staff, caretaker)
· Roles/duties allocated
· Office staff to have accurate timetable location of leadership team, first aiders and other senior staff
	Immediate

	· Identify two telephonists
· Main phone for incoming calls
· Work mobiles for outgoing calls
	Immediate

	· Telephone emergency services
	Immediate

	· Telephone Chair of the Board of Trustees, Executive Head and LA
	Immediate

	· Gather information
	

	· Preserve evidence eg collect and retain names of witnesses
	Immediate

	· Inform staff
· In case of fire or similar emergency follow fire evacuation procedures, otherwise staff will be informed by members of incident support team
	As soon as possible

	Inform students – appropriate information given on advice from incident support team
	As soon as possible

	Contact parents
	As soon as possible

	Arrangements for expressions of sympathy/acknowledgement
	As soon as possible

	Inform HSE
	Within 24 hours

	Complete and return appropriate HSE forms
	Within 48 hours

	Assess need for support/counselling, organise counselling
	Over days/weeks

	Complete entry in Incident Book
	Within 48 hours

	Plan and activate recovery programme
	As soon as possible

	Return to normal school timetable/routine
	As soon as possible

	Evaluation
	As soon as possible



5. Intruders on School Premises
Intruders on school premises may pose threats to staff and students. These threats may take the form of:
· theft of equipment and/or personal belongings of either staff or students; 
· vandalism of equipment and/or premises; 
· violent students threatening either fellow students and/or staff; 
· Violent parents threatening either students and/or staff; .
· Unknown intruder threatening either students and/or staff.
 Visitors
 All visitors are required to enter via the school reception sign in using the Sign in App on the IPad. They are given an identification badge and a yellow visitor lanyard that must be worn whilst on the premises. Regular visitors who are on the Single Central Record will be given a green visitor lanyard. Visitors should be escorted to their destination; frequent visitors who have appropriate DBS checks and are wearing a green lanyard, may go unassisted to their destination.
 Any member of staff who encounters a visitor, who is not wearing a badge or lanyard, should use their professional judgement to issue a polite challenge. “Can I help you?” or “Are you lost?” will cover most situations. If any member of staff or student feels uneasy about the presence or behaviour of any visitor, they should report their concerns immediately, either directly or via the School Office.
 If there is any question of immediate risk to staff, students or others or damage to property, a 999 call should be made. 
An Incident Report Form should be completed by the Head (Information Collection Checklist and Log Details). 
Guidance for dealing with Intruders 
Any serious concerns or threats should follow the procedures below. 
Assess the risk. Try to categorise the intruder and the degree and type of threat posed. 
Intruders could be a. walk in opportunist thieves; b. former students; c. parents; d. non-custodial parent seeking access to children or seeking to remove children from school; e. armed; f. unknown quantity. g. Any knowledge of the intruder, their motivation or background, will be of help for the school and possibly the emergency services should they become involved 
NB. Look out for people who are not members of staff but appear to have authority to be there. Wearing a suit, carrying a clipboard or wearing overalls are all good cover for a sneak thief. 
 Challenging the intruder 
Do not stand too close or invade personal space, this could trigger violent confrontation.
Avoid an aggressive stance such as finger wagging or folded arms. 
Be polite. Stay calm; speak gently, slowly and clearly.
 Explain your authority to challenge them if it is questioned. e. If possible, tell another person when going to speak to possible intruders.
 Avoid arguments. Never place your hand on a potentially aggressive intruder.  Do not turn you back, and if you leave the room, do so backwards. Try to leave yourself an escape route that you have planned on entry to the area.  Be on the lookout for weapons.  If there is more than one intruder, do not confront them on your own, seek support first or enlist the help of the police. If you do not feel sufficiently confident to challenge an intruder, do not do it. Seek help; no one will think the less of you.
 Contacting the Emergency Services Nobody should attempt, or feel that they are expected, to “have a go” if there is any question of their being at risk of injury as a result. If there is a risk of equipment being stolen, it is better to lose such equipment rather than risk a violent incident. Similarly, if there is a risk of assault, an intruder could claim you used unreasonable or unjustified force on them. 
Contacting Emergency Services should always be used in the following circumstances: a. if there is any danger to life; b. actual or expected threat of violence; c. threat of damage to property; d. a crime is in progress; e. a further crime may occur; f. there is any other incident which in your judgement requires an immediate response. 
Emergency Communication
 Circumstances will dictate the action to be taken and either the Head teacher or individual members of staff will have to take the responsibility of making a judgement as to the right course of action. If there is a physical threat to staff or students always call the police using 999.
 In order to reach a decision on how to deal with an intruder, you may need to contact another member of staff quickly without the intruder knowing your intention. You may also need a way of summoning help, such as calling the police. This may be by quietly and carefully asking a student to fetch assistance without alerting or alarming the intruder.
During the Intrusion Incident. Avoid direct confrontation until the police arrive. Where staff or students are not in immediate danger from an intruder, try to keep track of their movements and inform the police of their whereabouts when they arrive.
 In the case of attempted abduction or direct physical threat to a student, you will be required to make an immediate judgement. Consider a. will the victim be in greater danger or lesser danger if the intruder is confronted? b. is it possible to speak to and reason with the intruder? c. is the intruder known to you and the student? d. do you have any knowledge of the victim or intruder that may assist your judgement? 
It is not reasonable to suggest that Head teacher or other staff can do more than follow their own assessment of the situation and act accordingly. The only principles that must be followed are to take the course of action that you believe presents the least risk to the students and to school staff and summon the police as soon as possible. 
After the Intrusion Incident 
 Any violent incident involving an intruder that takes place in a school must be recorded and reported to the police.
 CCTV is installed around the school and can be used to identify intruders and protect persons and property. 
 It is possible that staff or students will be traumatised by intruder incidents, even if they do not display immediate signs of trauma or disturbance. It may be appropriate to arrange counselling. There may also be an ongoing need for psychological support and guidance to help the school community come to terms with the incident. If the intruder has left the premises and may pose a threat to other schools, contact should be made with the local schools in the vicinity via any emergency telephone cascade system in operation in your area.
 The Head teacher will brief the Executive Head and Chair about the incident, particularly if there is any media interest. No other member of staff should speak to the press or broadcast media without first consulting the Head teacher.
Trespass, Nuisance or Disturbance on School Premises 
 Although trespass is not a criminal offence, a Head teacher may order any unwelcome or unauthorised visitors off the school premises. Section 547 of the Education Act 1996 extends this right. Section 547 makes it a criminal offence if a person present on educational premises without lawful authority causes or permits nuisance or disturbance to the annoyance of persons who lawfully use those premises. It applies whether or not the lawful users are present at the time and to all school buildings, playgrounds, playing fields and other areas for outdoor recreation
The penalty for a person convicted of the offence is a fine of up to £500.
 Exercise of Section 547 & Police Involvement 
 The Head teacher can ask unauthorised persons to leave, but only a Police Officer can remove a person from the school premises provided they have reasonable cause to suspect that the person is committing or has committed an offence under Section 547. 
On no account should staff attempt to remove physically from the premises a person who may be committing an offence. If a person will not comply with an instruction to leave the premises, or if in the view of the authorised person an instruction or confrontation might inflame the situation and put them or others at risk then police assistance should be summoned by dialling 999. 
 If there is prior knowledge of the likelihood of trouble on educational premises, the police should be contacted in advance using the above telephone number.
Less Serious Cases.  In less serious cases of nuisance or disturbance (e.g. persons allowing dogs to foul playing fields, parents persistently smoking on school premises etc.); the following steps should be taken by the authorised members of staff: a. Warn the person concerned of the sanctions that Section 547 provides. Ask the person to refrain from committing an offence and/or ask them to leave the premises. Ask them for their name and address. b. In cases of persistent offences or if the offender takes no notice of a warning given as above, inform the offender that he/she may be prosecuted; ask for the offender’s name and address; make a written report of the incident immediately after, including any remarks made by the offender. Take a separate statement from any witnesses to the incident. 
It is emphasised that if at any stage of this process an authorised person believes that they or others may be at risk; they should withdraw and summon police help by dialling 999. 

6.  Other Threats
· Phone Loss
In the event of phone lines being disrupted, a text message to parents should be sent advising them to use the school mobile telephone number if they need to contact the school.  A similar message will be displayed on the school website.
· Staff should use work mobiles to make outgoing calls.  If they do not have a work mobile, they can use their own mobile and dial 141 so that their number is not displayed.
· Senior staff will alert the Chair of Trustees and Executive Head.
· The Business Manager will contact the phone company to report the issue and ensure service is resumed asap.
ICT Communication loss
· Staff will ascertain the nature of the loss, ie complete internet outage, email only, limited to certain workspaces etc
· If complete internet outage, office staff will contact EXA (Broadband provider)
· If email only, office staff will contact TurnItOn (IT provider)
· If MIS is down, staff to contact School Pod
· Caretaker to check for any fuse/other electrical issues which might be at fault
· Teachers to keep paper registers which can be copied to School Pod when systems are up and running
Utilities/Energy Supply disruption
· Office staff to contact relevant company/department to report disruption
· In case of complete disruption to water and/or heating, Head will make a decision as early as possible whether to close the school
· In the event of a school closure, office staff will co-ordinate the response.
· Parents/carers, pupil transport, Chair and Executive Head to be informed.
Strikes
· All endeavours to keep the school open and running in the event of a strike will be made
· If the Head, in conjunction with the Executive Head and Chair, decide that the school cannot operate safely due to the reduction in staff numbers, parents and carers will be notified with as much notice as possible

Service Delivery loss of a general nature (eg school cannot provide buildings)
· Parents/carers advised as soon as possible
· School reverts to Teams lessons if pupils are at home
· Online work provided via Teams
· Head, Deputy Head, SENDCo, School Business Manager, Pastoral Manager work from home, attend meetings remotely etc

Finance Process Breakdown – payments to staff and suppliers fail
· In this unlikely event, the School Business Manager will advise staff asap of any disruption to payment of salaries
· The School Business Manager will work closely with the Payroll Bureau and/or Bank to ensure the situation is resolved asap
· The School Business Manager will liaise with suppliers as necessary


Record Keeping & Warning Letters 
 The Head teacher should ensure that a detailed record is kept of any incidents. In cases that are more serious or with persistent offenders, legal advice may be sought through the school solicitors.





Appendix 1
National Organisations CRUSE – Bereavement Care Phone: 0808 808 1677 (national rate) Website: www.crusebereavementcare.org.uk A Telephone counselling service for those who are bereaved and those who care for bereaved people. It can offer referrals to local Cruse branches and other bereavement and counselling services throughout the UK.

 The Compassionate Friends Phone: 0845 123 2304 (national rates) Support for bereaved parents who have lost a child of any age from any circumstances. 

Winston’s Wish Family Line Phone: 08088 020 021 Website: www.winstonwish.org.uk Information and guidance for families of bereaved children. Can provide contact details for local groups that support bereaved children. 

Child Bereavement UK Phone: /www.childbereavement.org.uk/ 0800 02 888 40. Information line for parents who have been bereaved. 

The Samaritans Phone: 116 123. Website: www.samaritans.org Confidential emotional support for anyone in a crisis Survivors of Bereavement by Suicide Phone: 01482 610728 (national rate) Can provide details of local self-help groups for those bereaved by suicide.

 Childline Phone: 0800 1111 (free phone) National help line for children

 British Red Cross National Office Advice on memorials and donations 9 Grosvenor Crescent, London SW1X 7EJ Tel. 0344 871 1111 

Open Door (counselling and support) Tel: 020 8348 5947

Young Peoples Centre (Borehamwood counselling and support) Tel 01442 454 060.













Appendix 2
Examples of Actions to be taken in response to Specific Situations 

Example 1 - Death of a Student or Member of Staff
 1. Make safe the hazard (if possible) so that others are not harmed or in danger
 2. Preserve evidence of cause of incident
 3. Contact parents/next of kin
 4. Inform staff / students at appropriate time.  Where the incident contributing to the death will be made public imminently (for example via news broadcast), students will be made aware in advance.  School may also enlist the support of parents/carers in disseminating this information to pupils who are prone to outbursts that are more emotional.  In some circumstances and depending on the nature of the relationship between students and victim (for example a particularly vulnerable student and a 1-1 learning support assistant), the school will liaise with other professionals before deciding on a time, manner or setting for the disclosure.
 5. Arrange counselling 
 6. Inform H&S Manager
 7. Inform HSE 8. Complete Form 2508 (RIDDOR) and send to HSE within 10 days, and copy to School Business Manager. 

Example 2 - Serious Accidents or Illness
 1. If a parent is unavailable to meet the student at hospital, the accompanying member of staff should act “in loco parentis”, including giving permission for treatment – subject, of course, to any known parental wishes, e.g. Jehovah’s Witness. 2. Complete entry in Accident Book (legal requirement for staff accidents)
 3. Inform School Business Manager. 
4. Inform HSE. 
5. Complete Form 2508 (RIDDOR) or Form 2508A (notifiable disease) and send to HSE within 10 days, and copy to School Business Manager. 

Example 3 – Emergency School Closure 
1. Ensure adults are available at home or they can collect the student. If not, then the student should remain at school or in a supervised safe place. 
2. Give written reasons for closure to parents / carers as soon as possible. 
 3. Plan for reopening school and communicating with parents / carers. 

Example 4 - Assault on Staff / Students by Members of the Public
 1. Try to identify assailant, do not detain by force 
2. Collect and retain names of witnesses, prepare statements 

Example 5 - Bomb Threats 
1. Follow Bomb Evacuation Procedures
2. Confirm with staff and police that the building is empty
3. Do not re-enter without clearance from the emergency services


Appendix 3

Outline Telephone Script – Informing Parents / Carers 

I am (name) from Oak Hill School and I am calling regarding … (known facts of the incident) 

Please note that the following action is being / will be taken by the School / should be taken by you … (details of action, e.g. School closed / Normal routine / other) 

If you are approached by the media, please refer them to the School or the Local Authority. 

We will contact you again (on ….) to …………… 

Please be assured that we are doing everything we can to get back to normal as quickly as possible and give every support to your child and yourself. 

Do you have any questions or comments?

 Is there anything you need?

























Appendix 4

Sample Letter - Informing Parents / Carers 


Dear Parents / Carers,

 You may have heard / It is with sadness and regret that I have to inform you……… (known facts of the incident) As a school community, we are all deeply affected by this tragedy / I am sure that you will wish to join me and my staff in offering our condolences and sympathy to those affected / to ………….. (Refer to individuals / families affected only where it is appropriate to release this information)

 I have now spoken to all students and staff in school about what has happened and you will need to be aware of the following arrangements that we have now made: (Details, as relevant, about: • school closure, • changes to timings of school day • transport • lunch time arrangements • changes to staffing • arrangements for specific classes/year groups • counselling support [see resource sheet 7: sample letter to parents re counselling] • provision of further information) (If appropriate, advice about media contacts)

 I think it is very important that we all take the time to talk with and reassure children about what has happened. This is likely to be a very difficult time for us as a school community and we will all need to support each other. 

We appreciate the expressions of concern we have received; however, it would be helpful if parents did not telephone in to the school during this time so we can keep phones and staff free to manage the situation. 

Yours sincerely 










Appendix 5

Student Meetings – Informing students 

1. Students should be told simply and truthfully, what has happened, in small groups if possible, e.g. class, tutor, year, etc. In some circumstances, it may be appropriate to bring students together as a whole school. Where this is the arrangement, ensure that students have an opportunity to ask questions and talk through what they have heard with form/class teachers in smaller groupings afterwards. 

2. Begin by preparing the students for some very difficult/sad news.

 3. Taking account of children’s needs and backgrounds, give simple, factual information using language and concepts appropriate to the age of the children. 

4. Avoid using euphemisms, use words like ‘dead’ and ‘died’, etc.

 5. Pass on facts only; do not speculate on causes or consequences.

 6. If questions cannot be answered this should be acknowledged.

 7. Address and deal with rumours. 

8. Try to give expression to the emotions that individuals may be experiencing (eg, shock/disbelief, etc) and explain that strong and difficult feelings are a normal part of the process of coming to terms with this sort of experience.

 9. Do not refrain from referring to the deceased by name, perhaps highlighting some positive aspect(s) of their lives. 

10. Finally, explain what arrangements the school has in hand for coming to terms with what has happened. “I’ve got some very sad news to tell you today that might upset you. There is a serious illness called meningitis. Sometimes people with meningitis get better but sometimes people die from it. Some of you will have known that Jane Smith in year 4 was suddenly taken ill last week. I have to tell you that Jane died in hospital yesterday. Like me, many of you will find it hard to believe that this has happened. It is obviously a very big shock for us all. Jane was such a happy girl who got on well with everybody. We will all miss her. It is important for you to know that strong and perhaps difficult feelings are part of the normal process of coping with this sort of situation. It will help to talk about what has happened and about your thoughts and feelings. Please do take the opportunity to talk to your family, friends, teachers and adults in school. This is likely to be a difficult time for us as a school community and we should all try to support each other. Please come and talk with me if you have any questions or if you just want to talk.

Appendix 6	
Contact details for person(s) managing the incident within the school


Information about the incident

	· When and where
· Number and nature of injuries/fatalities/damage sustained
· Actions undertaken by the emergency services
· Actions undertaken by the school
· Actions planned to be undertaken by the school
· Other agencies involved and their actions
· Nature of support being requested by the school

	Actions agreed to be taken
	Person
responsible
	Date & Time

	
	
	






Appendix 7 Incident Evaluation Form
	Oak Hill School
	Date of Incident:

	Brief Description of incident:



HSE (RIDDOR) contacted Yes/No                 Incident deemed critical Yes/No

	Action taken by school:





	Description of any external support accessed:

	What worked well:

	What worked less well:

	How could things have been done better:






Appendix 8  Emergency contact numbers



	Name
	Number

	Nick Christou, Chair of Trustees
	 
nickchristou@virginmedia.com
Head Teacher holds mobile number for NC

	Joanne Kelly, Executive Head
	
020 8446 1533

	Water –Castle Water
	
01250 718700

	Gas/Electricity - LASER
	0800 484 0840
0800 111 999 Gas emergency

	IT  - Turn It On
	
01865 597620

	Telephones - Equity
	
0330 333 1888
01753 668673

	Broadband/Internet - EXA
	0345 145 1234

	Health and Safety Executive
	
0345 300 9923 –emergency line

	Pupil transport  - Barnet
                                Brent
                                Enfield
                                Essex                              
                                Herts
                                Islington




	
020 8359 5110/5113
020 8424 1751/1443
020 8132 1282
01992 524494
01923 222222
020 8986 6161

	London Borough of Barnet
	
020 8359 2000
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