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1. Introduction 
We recognise the importance of establishing clear guidelines and strategies to react to any 
school related emergency.  A detailed plan is needed to ensure that all involved have clearly 
stated roles of responsibility.  This will ensure that actions, such as contact with 
parents/carers, the media and any emergency agencies are catered for correctly.  
Representatives from the teaching staff and the governors will have a copy of the plan. 
 
There are three levels of incident. These are:  
Level 1 – Major incident involving a large number of children/adults e.g. bus/train crash, major 
violence  
Level 2 – Incident involving death or serious assault or other traumatic incident witnessed by 
children or staff  
Level 3 – Distress/trauma resulting from an incident such as the sudden death of a teacher or 
classmate through a road traffic accident for example, but not witnessed by the pupils. 
 
2. Aims 
▪ To create an awareness of the need for planned arrangements to be made. 
▪ To provide reassurance of the practical help that is available from other agencies at short 

notice. 
▪ To give guidance on the range of sources of information and support available. 
 
3. Types of Crisis 
 
In-school  
▪ the death of a pupil or member of staff through natural causes, such as illness;  
▪ a traffic accident involving a pupil or staff member;  
▪ a deliberate act of violence, such as a knifing or the use of a firearm;  
▪ a school fire or flood;  
▪ allegations or actual incidents of abuse against pupils by staff and staff against pupils;  
▪ an arson attack on the school.  

 
Out-of-school  
▪ deaths or injuries on school journeys, trips or residential trips;  
▪ tragedies involving children from many schools at public events such as football matches;  
▪ civil disturbances;  
▪ refugee children joining a school, uprooted from their countries and perhaps shocked by 

wars or atrocities;  
▪ abductions / disappearances;  
▪ incidents involving the murder of school children that attract the attention of national and 

international media over prolonged periods;  
▪ a civil disturbance or terrorism;  
▪ a disaster in the community;  
▪ a transport accident involving school members.  
 
Intruder 
The school requires that ALL VISITORS during reception opening times, without exception, 
comply with our Visitors’ Policy and Procedures.  All visitors must report to reception first. No 
visitor is permitted to enter the school via any other entrance under any circumstances.  All 
visitors will be required to wear an identification badge – the badge must remain visible 
throughout their visit.  
 
All gates are closed during the day although main access gates need to be unlocked for 
delivery and emergency service access.  Entrance to the school building is through the main 
reception doors which are opened only from inside the reception.  This minimises such a 
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situation arising inside the school building.  However, access to the playground and field is, as 
with all schools, more accessible.  
 
If an intruder does not appear to show any visible signs of physically endangering anyone, he 
or she should be asked to leave by the Headteacher or a member of the Senior Leadership 
Team.  If a response is not immediate, a further request should be made and the office staff 
should contact the police immediately.  
 
If a person arrives at the School apparently under the influence of alcohol or substances, or 
displaying threatening or potentially disruptive behaviour, staff should deny admission and 
refuse contact in the child or young person’s best interests. The Headteacher or member of 
the Senior Leadership Team on duty should be contacted as soon as practicable. The Police 
should be informed if the person displays aggressive or threatening behaviour. 
 
If an intruder presents a danger during school opening times the safety of the pupils and staff 
will be the overriding priority.  If an intruder presents any physical danger outside, or there is 
any slight concern, he or she should not be approached by staff unless it is in direct protection 
of a pupil.  The police should be contacted immediately.  In any case, all children should 
immediately be removed to the interior of the school where they should remain until it is safe to 
be outside again. If an intruder poses physical danger inside the building staff should remain 
with the children and young people locking the classroom from the inside.  Children should be 
spread out around the room protected by furniture.  In this situation, Lockdown procedures 
should be followed. (Appendix 3) 
 
Where possible, areas should be evacuated as per fire evacuation procedures.  
 
Bomb Threat  
Any warning Royal School for the Deaf Derby receives about such a threat should be treated 
seriously, with the safety of the pupils and staff paramount.  Staff should be vigilant at all times 
and report anything suspicious, e.g. packages, unrecognised vehicles in the car park or 
persons in unauthorised areas.  
This should be taken seriously and the building evacuated as for a fire drill.  No attempt should 
be made to close windows.  Staff should follow a strict procedure in all of the above 
emergency scenarios i.e.: 
▪ Alert everyone in the school by using the fire alarm system (except in incidents of 

suspected gas or chemical leak, where electricity may trigger an explosion) and evacuate 
the building.  

▪ All staff and pupils should assemble at the bottom of the school field, well away from the 
school car park and buildings.  

▪ Call the Police. 
▪ Neither staff nor pupils should attempt to search the school building.  
▪ If the Police request assistance from staff, it is an individual and voluntary decision whether 

to do so.  
▪ The overriding priority is the supervision of the pupils.  
▪ No one should return to the building, until the police declare that it is safe.   
▪ Pupils will be moved by staff to the Sports Hall.   
▪ If the whole school site has to be evacuated the pupils will be escorted to Markeaton Park.   
Relevant emergency services will be contacted and at that point, directives will be taken from 
those services.   
Any person taking the initial contact should complete Bomb Threat Checklist (Appendix 2) 
 
Incendiary Device  
Incendiary devices are generally designed to ignite after a pre-determined time.  Staff should 
not handle a suspicious device, as it could kill or maim anyone nearby.  The immediate vicinity 
should be evacuated and the police summoned. 
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Postal Bomb  
If staff receive a suspicious package, which could contain an explosive device, they should put 
it down very gently and walk away. The package should not be immersed in water, nor should 
anything be placed on top of it.  Staff should evacuate the immediate area and raise the alarm 
before calling the emergency services. 
 
▪  
 
Children with offensive weapons  
It is a criminal offence to carry an offensive weapon or knife onto the site.  Offensive weapons 
are defined as ‘any article made or adapted for causing injury to the person, or intended by the 
person having it with him for such use by him or some other person.’  Staff should remain 
vigilant for offensive weapons on site at all times.  If it is judged that the circumstances are 
innocent, the matter should be dealt with following the school behaviour policy.  If there is any 
doubt, the police should be summoned and they would assess the seriousness of the incident.  
 
Staff are under no obligation to search a pupil whom they suspect is carrying an offensive 
weapon.  If the child agrees to co-operate, a search might be the least inflammatory way to 
prevent violence.  When a child refuses to co-operate, only the police can carry out the search.  
The child’s parent/carer should be notified immediately, so they can be present during the 
search and subsequent investigation.  Possession of an offensive weapon would lead to 
automatic short term exclusion in the first instance.  These situations are of course extremely 
unlikely.  Highly detailed procedures could hinder the speed and success of dealing with such 
a situation but the plans and procedures contained in this policy would ensure appropriate 
action is taken to safeguard pupils and staff should any emergency situation arise.  
 
Severe Weather 
We will endeavour to keep our school open and operating as normal. However in the event of 
severe weather it may be necessary to make a decision to close the school for the safety of 
the children and staff. The decision to close will be made by the head teacher considering the 
following: -  
▪ Health and safety – will remaining open constitute a significant risk to pupils and/or staff. –  
▪ Availability of staff – has the severe weather meant that a significant number of staff have 

been unable to attend making it impossible to open. Our first priority will always be to 
ensure the health, safety and wellbeing of pupils, staff, parents and families. Where 
practical, we will consider opening later in order to enable staff and children to have 
additional time to travel to school safely.  

▪ School Closure Procedure: Once the decision to close school has been taken, parents and 
staff will be informed via our text service. A headline message will also be posted on the 
School website, Facebook and Twitter.  

▪ Where possible, a member of staff will be in school to advise parents and families on 
arrival that the school is closed, and to answer telephone calls from concerned parents.  

 
Significant damage to the school premises  
If the school building is not safe to be used as a place of learning the Headteacher will contact 
parents/carers at the earliest opportunity to inform them that the school has been closed so 
that appropriate child care can be secured. Information regarding the closure of the school will 
be posted the website Home Page, social media and through phone calls and text. The school 
will not reopen until all health and safety regulations have been met.  
 
Multiple staff absence  
There may be an occasion when there is multiple staff absence due to a severe virus, through 
other illnesses or through the impact of off-site accidents in which several members of the staff 
have been hurt. If there is insufficient staff to open the school parents will be informed as soon 
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as possible.  All possibilities will be looked into to ensure the school functions as normally as 
possible and as soon as possible. 
4. Emergency Management Plan 
The Headteacher, School Business Manager, Chair of Governors and Vice Chair, all have a 
copy of this Procedure at home to refer to in a critical incident, as well as in school.  This 
document includes relevant home and office telephone numbers for all staff. 

 
Evacuation materials and location 
▪ Evacuation report on web based computer system (Integris) will produce instant list of 

pupils in school. 
▪ Staff and visitors signing in and out book in reception. 
▪ Fire wardens and marshals – High-Vis bands and jackets 
▪ Staff and residence files on Integris. 
▪ First aid kit in reception and throughout the school and residence. 
(Appendix4) 
 
At school 
▪ All relevant contact numbers and addresses of personnel, Governors, children etc are held 

centrally at school.  Backup details of key, named Crisis Management Support Team 
members are also held centrally in the school. In respect of school trips and visits, the Risk 
Assessment Procedures will be followed before any planned trip or excursion. 

▪ The response to the media will be covered by the Head teacher.  In the absence of the 
Head teacher, the following chain of responsibility will be followed: 

o Chair of Governors 
o Campus and Resources Manager 

 
5. Crisis Management Support Team 

Position Name  School Ext. 

Headteacher Helen Shepherd 2005 

Deputy Head Care and Guidance Neil Gorse 2003 

Deputy Headteacher Achievement Rachael Irgi 2014 

 
Governors 

Chair Janet Hall 

Vice Chair Daniel Makinde 

 
Security Contact Numbers 

Duty Caretaker (Preferred 1st Call) 07887 868088 

East Midlands Security 
(cover weekends and bank holidays) 

01332 294442 

Helen Shepherd Headteacher – Personal Mobile Restricted circulation 

SLT mobile 07809 411698 

Campus and Resources Manager 
07500 878566 
Ext 2010 

A detailed list of contact particulars is made available to members of the Support Team and 
Security Staff (Appendix 3 controlled circulation) 
 
6. Emergency Action List 
Complete Incident Log (Appendix 1) 
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6a  Action by: Head teacher (or Campus and Resources Manager / Chair of Governors) 
 
Stage 1 
Initial Actions 
▪ Open and continue to maintain a personal log of all factual information received, actions 

taken and the times of those events 
▪ Make every attempt to clarify exactly what has happened 
▪ Consider whether the incident requires the direct involvement of the Emergency Services. 
▪ Contact members of the Crisis Management Support Team as appropriate 
▪ The Headteacher should contact the parent/ carer of the child caught in the tragedy and 

ask them to come into school for a full briefing if this is appropriate. (This may not be 
appropriate if the parent/ carer needs to go to a hospital if the child has been seriously 
injured.) Parents/ carers need to be informed of all available facts as early as possible.  

 
During Term Time: 
▪ Avoid closing the school, if at all possible 
▪ Endeavour to maintain normal routines and timetables 
Outside Term Time: 
▪ Instruct the Caretaker to open the school 
▪ Set up school administrative support 
▪ Inform the Chair of Governors 
▪ Inform other Crisis Management Support team members 
▪ Agree statement to the media 
 
Stage 2 
▪ Brief both teaching and non teaching staff 
▪ Brief relevant Governors 
▪ Set up arrangements to manage visitors e.g. record their names, arrange for badges of 

identification 
▪ Set up a telephone link-line ensuring care is taken when answering telephone calls.  Make 

sure that only accurate information flows in and out of the school and that staff have up-to-
date statements available.  Ensure that all calls are answered courteously, effectively and 
efficiently 

▪ Record/log calls received reminding staff that some calls may be bogus 
▪ Ensure that a designated independent telephone is made available for outgoing calls (e.g. 

Head teacher’s direct line).  Ensure media calls are re-directed to appropriate officer 
▪ Ensure that all staff and pupils are discouraged from speaking to the media 
▪ Make contacts with other professionals and organised support for any member of staff or 

child who requires professional help. The Headteacher has responsibility for ensuring that 
the right professional support is in place for the children. If appropriate, set up a regular 
support group, counselling sessions and someone who will monitor and access the 
children’s and/ or staff’s needs and their well-being.  

▪ Organise for appropriate agencies or the Chaplain for the Deaf to come into school to talk 
to all the children in assemblies if this is helpful.  
 

Staff: 
▪ The team to ensure that staff and pupils do not speak to the media 
▪ Continue to have regular briefings twice a day for 10 minutes 
▪ Be aware how colleagues are coping.  Where appropriate, set up counselling support 
▪ At an early stage arrange for all pupils to be told in simple terms what is happening.  This 

may be in small groups in class or in year groups 
▪ Brief - Arrange for each team member to have a copy of the next-of-kin list 
▪ Ensure all staff, teaching and non- teaching, have an opportunity to express their 

emotional reactions to the crisis.  
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Parents/Carers: 
If pupils are involved, it is vital that parents are informed as soon as possible 
▪ Decide whether parents/carers should be informed in writing or contacted personally 
▪ Maintain regular contact with parents/carers 
▪ If the incident is away from school, ask the Police whether parents/carers should travel to 

the scene or whether children should be taken home 
▪ In the event of school closure, parental contact details can be accessed remotely online 

through the school’s information management software 
 
Pupils 
▪ Pupils will be informed of what has happened in a factual but sensitive way using their 

preferred mode of communication to avoid any misunderstanding.   Facts only will be 
shared and staff will not share any personal comments or speculations. They will be told as 
close to the time that parents/ carers are informed.  

▪ School routines will continue (as far as possible).  This is to ensure the children feel secure 
and know there is stability in school. 

▪ Ensure children receive any medical or first aid support they require and that they are 
physically safe from any further harm.   

▪ Ensure children are re-united with their families as soon as practicable. If necessary, 
organise for families to be taken to their children.  

▪ If a child or a group of children have been personally affected by the incident, all other 
children need to be given time to make cards and send messages as appropriate. .  

 
Local Authorities 
Continue to liaise with the placing Local Authorities for the duration of the incident. 
 
Stage 3 
Period following the Close of the Incident 
▪ When appropriate, seek advice to arrange special assemblies, funeral or memorial 

services 
▪ Head teacher to prepare a summary report 
▪ Arrange for a member of staff to make contact with any pupils who are still at home or in 

hospital 
▪ Organise a debriefing session for children and staff by an experienced person from outside 

the school. This is to ensure:  
▪ there is clarification about what has happened  
▪ there is an opportunity for everyone to share and talk about their reaction to what has 

happened  
▪ give reassurance  
▪ mobilise resources   

▪ Careful and sensitive planning is required to ensure pupils, staff and the whole school 
community recover as quickly as possible.   We will:  

▪ Make sensitive arrangements for the return to school  
▪ Arrange support for affected staff.  
▪ Liaise with parents  
▪ Decide about attendance at funerals.  
▪ A special assembly or memorial service will be planned to allow the whole school 

community to acknowledge the events and to ensure there is a moving on from these.  
 

Stage 4  
Longer Term Issues 
In some cases the effects of an incident continue for many years.  Thought will need to be 
given to: 
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▪ Working with staff to continue to monitor pupils informally, particularly those who are 
vulnerable 

▪ Clarifying procedures for referring pupils for individual help 
▪ Recognising that some staff may also need help in the longer term 
▪ Recognising and marking anniversaries 
▪ Remembering to make any new staff aware of those pupils who were affected and how 

they were affected 
▪ Remembering that legal processes, injuries and even news stories may bring back 

distressing memories and cause temporary upset within the school 
▪ Remembering that if the incident does attract media attention, it is likely that interest will 

continue for many weeks 
▪ Being aware that some pupils’ ability to concentrate is significantly affected after a critical 

incident.  If public examinations are imminent for involved pupils it is important to make the 
examining boards aware of the situation 

▪ Introduce strategies to continue monitoring the most vulnerable pupils and staff. New staff 
will additionally know how to obtain further help if this is necessary.   

▪ Consult and decide on whether and how to mark the anniversary of the event.  
▪ Plan how to deal with any legal processes, enquiries and even news stories that may bring 

back distressing memories and cause temporary upset within the school.  
 

6b  Action by: Administrative Staff 
 
Stage 1  
Initial Actions 
▪ Obtain full facts of the incident from Head teacher and/or Campus and Resources 

Manager 
▪ Open and continue to maintain a personal log of information received, actions taken and 

the times of those events 
▪ If coming from home, remember to bring useful items such as any keys needed 

 
Stage 2 
▪ Work under guidance from the Head teacher or nominee 
▪ Remember that the School Office is likely to be the first point of contact of visitors.   
▪ Exercise caution in making comments 
▪ Concerning incoming telephone calls 

- take special care when answering telephone calls especially early on 
- maintain a record of calls received 
- only give out information from the prepared statements that will be made available 
- remember that some calls may be bogus 

 
Points to note with media interviews 
▪ Agree arrangements with Head teacher and Chair of Governors 
▪ If possible, agree an interview format i.e. establish what the interviewer wants to ask 
▪ Be prepared to think on your feet, but try to decide beforehand what you want to say.  Do 

not read it out from a script 
▪ Remember you could be quoted on anything you say to a journalist, even if it is not part of 

the formal interview 
▪ Be prepared to say you cannot comment 
▪ Do not over elaborate your answers 
▪ Refuse requests for photographs or schoolwork of the children and staff involved 
▪ Try to keep a grip on your emotions during interviews – especially if it is for TV 
▪ Most journalists are responsible, but check where the interview/camera team go when the 

interview is over 
▪ Ensure, wherever possible, that a qualified sign language interpreter is provided for any TV 

coverage 
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▪ Be prepared to be correctly dressed in case of TV coverage when called out in an 
emergency.  Be smart and tidy avoiding ‘flashy’ jewellery and accessories and checks or 
stripes that may ‘strobe’ or distort and distract 
 

7. Local Crisis 
In the event of a local crisis where citizens are evacuated to Royal School for the Deaf Derby, 
the sports hall will be made available with staff to supervise and ensure that members of the 
public do not enter the main school campus.  Support to be given as far as possible. 
 
8. See also  
▪ Educational Visits Policy 
▪ Fire Safety Policy and Procedures 
▪ Health & Safety Policy 
▪ Supervision of Ancillary, Contract and ‘Unchecked” Staff Policy 
▪ Pupil Supervision Policy 
▪  
▪ Emergency Planning and Response Gov.UK 

https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-
years-settings  

https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-years-settings
https://www.gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-years-settings
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Appendix 1 Incident Log 

 

Date Time  Details of incident Action taken By whom 
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Appendix 2  Bomb Threat Checklist 

 
Bomb Threat Checklist 

Date and time of call:  

Duration of call:  

Name of person taking 
the call: 

 

Location of bomb:  

About the caller: 

Gender:  

Nationality/Regional 
accent: 

 

Estimated age:  

Tone of voice, i.e. 
scared, excited, upset, 
aggressive, calm: 

 

Background noises, i.e. 
cars, people, music, 
machinery 

 

Remarks or code words 
used: 

 

Other relevant 
information, including 
name and contact 
details if given:  

 

Signature of call taker:   

Print name:  

Time and date:   
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Appendix 3 Lockdown Procedure 
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Appendix 4 Fire procedures 

 


