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Guidance for schools for informing ECC in the event of a critical incident
1. Background

In the event of a critical incident / emergency involving school pupils and / or school staff each school should have their own up-to-date and tested emergency / business continuity plan for managing critical incidents.
Examples of critical incidents impacting on schools include:
· Death or serious injury of a pupil / member of staff in school or on a school trip
· Child protection incident (individual or collective abuse)
· Events which result in higher than normal absences (e.g. infectious diseases such as influenza or meningitis)
· Major fire
· Building collapse
· Natural disaster, such as flooding
· Missing person(s) / abductions
· Intense media interest. 
2. The School Incident Management Plan - roles and responsibilities within schools
The Governing Body is responsible for ensuring that appropriate policies and procedures are created and maintained.

The Headteacher must have an agreed site emergency plan, which can be put into operation by the school in the event of a critical incident.  A deputy or assistant headteacher should be nominated to cover in the absence of the Head.  In the case of school trips or other out of school / offsite activities, the adult(s) in charge should be clearly identified in advance to avoid any confusion in the event of an incident.

A sample School Incident Management Plan (template) is under review and should be available in due course. 
3. Informing the Local Authority - key contact numbers
Please have precise details of the incident before informing Essex County Council (ECC) via the two numbers listed below.

	Communications team
(Schools, Children and Families (SCF))
	01245 436188
	Office hours (9am - 5pm)

	Emergency Duty Service (EDS)
	0845 606 1212
	Out of hours (5pm - 9am), weekends and public holidays 


Where notification of a critical incident is received from a school during office hours, the SCF Communications team (who should be your first point of contact) will establish what form of support is required immediately and who should be contacted within ECC.  This might typically involve any one, or a combination, of the following:
· Trauma Support / Critical Incident team (SENCAN) - if a counselling service is required for anyone within the school’s community
· Press Office – if support is required for dealing with the media
· Health and Safety Advisory Service
· Emergency Planning Officer
· Executive Director
· Cabinet Member.
If an incident occurs ‘out of office hours’, the Emergency Duty Service, for both serious situations affecting vulnerable children and for other major incidents affecting the school, will alert the appropriate contacts within the Schools, Children and Families Directorate and elsewhere within ECC.

4. Information that will be required in the event of a critical incident
The following details will be required from the school when informing the ECC of a critical incident: 

· Name and telephone number of the person making the call
· Name of school / establishment and location (town)
· Nature, date and time of the incident – onsite or off-site?
· Names and telephone numbers of those involved

· Action taken so far
· Telephone number(s) for future communication. For serious accidents where the media are involved, try to identify alternative telephone numbers at ‘home’ and at an ‘offsite’ base, as other lines will quickly become jammed.





Last updated: June 2012

Disclaimer

This document provides guidance for school management teams and governors involved in incidents affecting school pupils and / or staff at the school (onsite or offsite). It offers advice on who to inform at Essex County Council and what information will be required. The advice is general in nature and schools will still need to maintain their own School Incident Management Plans for their specific needs. 
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