[image: Screenshot%202019-11-21%20at%2009.40.10.png]



Critical Incident Policy
Manchester Vocational and Learning Academy





[image: Logo, company name

Description automatically generated]




	Written by:
	Linda Guest
	

	Last reviewed on:
	1st September 2026

	Next review due by:
	September 2027



1. Purpose
The school is committed to providing a safe, supportive environment for pupils, staff and the wider community. While every effort is made to prevent incidents, it is recognised that critical incidents may occur.
This policy sets out how the school will:
· Respond effectively to critical incidents
· Safeguard pupils and staff
· Communicate clearly with all stakeholders
· Support recovery and return to normal operations
2. Definition of a Critical Incident
A critical incident is any sudden or unexpected event which:
· Causes or threatens serious harm to pupils, staff or the school community
· Causes significant disruption to the school
· Results in emotional trauma or distress
Examples may include:
· Death or serious injury of a pupil or member of staff
· Serious accidents, including transport incidents
· Acts of violence or abuse
· Fire, flood or damage to the school site
· Safeguarding incidents
· Community or national tragedies affecting the school
· Incidents such as abduction, terrorism or major public emergencies
3. Aims
In responding to a critical incident, the school will:
· Prioritise the safety and wellbeing of pupils and staff
· Act quickly, calmly and effectively
· Provide accurate and timely communication
· Work with external agencies as required
· Support emotional recovery
· Restore normal routines as soon as practicable

4. Leadership and responsibilities
4.1 Critical Incident Management Team
A Critical Incident Management Team will be established and will normally include:
· Headteacher or nominated deputy as overall lead
· Designated Safeguarding Lead for safeguarding oversight
· Senior leader for operational coordination
· Communications lead for parent and media communication
· Administrative support for record keeping
If the Headteacher is unavailable or directly involved, a deputy will assume leadership.

4.2 Roles
Headteacher or Lead
· Take overall control
· Liaise with external agencies
· Make key decisions
Designated Safeguarding Lead
· Ensure safeguarding procedures are followed
· Liaise with children’s services where required
Communications Lead
· Manage communication with parents and staff
· Coordinate responses to media enquiries
Staff
· Follow instructions
· Support pupils
· Report concerns promptly

5. Safeguarding
All incidents involving risk of harm to a child will be managed in line with the school’s safeguarding policy.
The Designated Safeguarding Lead will:
· Assess risk
· Make referrals where necessary
· Ensure pupils are protected
6. Preventative and precautionary measures
The school will take reasonable steps to minimise risk by ensuring:
· Staff and pupils are familiar with fire and evacuation procedures
· Risk assessments are in place for trips and activities
· Safeguarding procedures are understood
· Staff are aware of pupils with medical or additional needs
· Security procedures are followed
· Emergency contact details are maintained and accessible
7. Impact of critical incidents
The school recognises that the emotional effects of a critical incident may not be immediately apparent.
· Pupils and staff may experience delayed reactions
· Some individuals may find it difficult to express their feelings
· Emotional impact may affect behaviour, wellbeing and learning over time
Staff will be mindful of this and respond with sensitivity, offering support over an extended period where necessary.
8. Response to a critical incident
The response will follow four phases:
8.1 Immediate response
The priorities are to:
· Save life
· Prevent further injury
· Secure the site
· Contact emergency services where required
Actions will include:
· Gathering accurate information
· Informing the Headteacher or lead immediately
· Activating the Critical Incident Management Team
· Contacting parents or carers of those directly affected
· Informing staff as soon as possible
Practical arrangements will include:
· Ensuring telephone lines are staffed
· Keeping a log of incoming and outgoing communications
· Identifying a single point of contact for enquiries
· Maintaining a central record of actions taken
No information will be shared publicly until it has been verified.

8.2 Short-term response
The school will:
· Provide clear communication to parents and carers
· Support pupils and staff emotionally
· Maintain appropriate supervision
· Liaise with external agencies such as the Local Authority and police
Parents will be informed promptly with factual information and guidance on supporting their children.
8.3 Medium-term response
The school will:
· Provide ongoing pastoral support
· Monitor pupils and staff for signs of distress
· Adjust routines where necessary
· Provide access to counselling or specialist services
8.4 Long-term response
The school will:
· Support longer-term recovery
· Review the impact on the school community
· Consider appropriate acknowledgements or memorials
· Evaluate the response and identify lessons learned

9. Communication
9.1 Internal communication
Staff will be:
· Informed promptly
· Provided with clear and consistent information
· Given guidance on supporting pupils
9.2 Communication with parents
Parents will:
· Be informed as soon as appropriate
· Receive clear, factual updates
· Be supported in helping their child
9.3 Media communication
· All media enquiries will be managed by the Communications Lead
· Advice may be sought from the Local Authority
· Staff will not speak to the media unless authorised
· Parents and pupils will be advised not to engage with the media to protect the wellbeing and privacy of those involved
10. Support for pupils and staff
Support may include:
· Access to trusted adults
· Opportunities to talk in a safe environment
· Referral to external services
· Adjustments to expectations where appropriate
11. Record keeping
The school will maintain records of:
· The incident
· Actions taken
· Communications issued
Records will be:
· Stored securely
· Kept in line with data protection requirements
12. Business continuity
Where necessary, the school will:
· Adapt the timetable
· Relocate provision if required
· Maintain continuity of education as far as possible
13. Monitoring and review
Following any critical incident, the school will:
· Review its response
· Identify improvements
· Update procedures where necessary
This policy will be reviewed at least every 2 years.



Appendix 1: Emergency Action Checklist for Staff
Immediate priorities
In any emergency, your first responsibilities are to:
· Protect life
· Prevent further harm
· Stay calm and follow instructions
Step 1: Raise the alarm
· Contact the school office immediately
· Inform the Headteacher or senior leader
· Call emergency services if required
· Police: 999
· Ambulance: 999
· Fire: 999
Provide:
· Your name and role
· Location of the incident
· Nature of the incident
· Number of people involved
Step 2: Ensure safety
· Remove pupils from danger if safe to do so
· Do not put yourself at risk
· Follow evacuation or lockdown procedures if instructed
· Administer first aid if trained
Step 3: Supervise pupils
· Keep pupils calm and together
· Reassure them using simple, clear language
· Do not leave pupils unattended
· Take a register if appropriate
Step 4: Report and record
· Pass accurate information to the school office or senior leader
· Do not speculate or share unverified information
· Record key details if possible:
· Time
· Location
· What happened
· Who was involved
Step 5: Communication
· Follow instructions from the Critical Incident Management Team
· Do not contact parents directly unless instructed
· Do not speak to the media
· Direct all enquiries to the school office
Step 6: Safeguarding
· Report any concerns about pupil safety to the Designated Safeguarding Lead immediately
· Be alert to signs of distress in pupils
· Offer reassurance but do not promise confidentiality
Step 7: After the incident
· Continue to supervise and support pupils
· Follow guidance on returning to normal routines
· Attend briefings or debrief sessions
· Seek support if you feel affected
Key reminders
· Stay calm and act professionally
· Follow instructions from senior leaders
· Prioritise safety at all times
· Do not share information on social media
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