
 

 

 

Critical Incident Plan & 

Lockdown Procedures. 
 

 

 
______________________________ 
Parneet Kang      
Principal 
 

 
_______________________________ 
William Holland 
Chair of Trustees 
 
REVIWED: Aug 26 - Parneet Kang 
 



The Emscote School aims to protect the wellbeing of its students and staff by providing a safe and 

nurturing environment at all times.  

The staff of The Emscote School have formulated a number of policies and procedures to be 

followed with a view to ensuring the physical and psychological safety of both staff and students, and 

the creation of a supportive and caring ethos in the school, in ordinary time as well as in the event of 

a critical incident. Such policies include the school’s Admissions Policy; the Special Education Needs 

Policy; the school’s Child Protection Policy; the Anti-Bullying Policy; and the Health and Safety Policy.  

Our aim is to establish a Critical Incident Management Team (CIMT) to steer the development and 

implementation of the plan. 

 

Definition of a ‘critical incident’ 

The staff and management of The Emscote School recognise a critical incident to be “an incident or 

sequence of events that overwhelms the normal coping mechanism of the school”.  Critical incidents 

may involve one or more students or staff members, or members of our local community. Types of 

incidents might include but are not limited to: 

• The death of a member of the school community through accident, violence, suicide or 
suspected suicide or other unexpected death 

• An intrusion into the school 

• An accident involving members of the school community 

• An accident/tragedy in the wider school community 

• Serious damage to the school building through fire, flood, vandalism, etc 

• The disappearance of a member of the school community 
 

 
Aim  
The aim of the CIMP is to help staff to react quickly and effectively in the event of an incident, to 

enable us to maintain a sense of control and to ensure that appropriate support is offered to students 

and staff.  Having a good plan should also help ensure that the effects on the students and staff will 

be limited.  It should enable us to affect a return to normality as soon as possible. 

Creation of a coping supportive and caring ethos in the school 

We have put systems in place to help to build resilience in both staff and students, thus preparing 

them to cope with a range of life events.  These include measures to address both the physical and 

psychological safety of the school community. 

1. Physical safety: 
Some of the measures taken by the school to ensure the physical safety of the students include: 

• Evacuation plan formulated and clearly visible in each room  

• Termly fire drills occur  

• Fully functional and regularly serviced Fire Alarm System 

• Fire exits and extinguishers are regularly checked 

• No student is left unsupervised in the school before and after school and during all breaks 

• Scheduled First Aid providers   



• Induction for all new students and staff 

This policy complements your safeguarding policy, particularly where it puts in place 
measures to protect students and address the threat of serious violence. It forms part of our 
suite of policies to ensure the health, safety and well-being of students and staff. 

• The principal is the competent person to lead in health and safety, and security. The role will 
sit alongside the designated safeguarding lead. 

• Staff and, where appropriate, students should take personal responsibility for both their own 
security and the security of those they work and learn alongside. This, along with the 
effective management and handling of security related matters, should help to ensure that 
staff and students are able to work and be taught in a safe and secure environment, 
including the online environment. 

• Staff and students should be familiar with what is required by your security policy and plan. 
Senior staff should have an awareness of relevant security networks and be able to evaluate 
and assess the impact of any new initiatives on your security policy and its day-to-day 
operation. 

 
 
2.  Psychological safety 

 

The school staff aim to use resources to address the personal and social development of students, to 

enhance a sense of safety and security in the school and issues and to provide opportunities for 

reflection and discussion.  

Some of the measures taken by the school to ensure the psychological wellbeing of the students 

include:  

• Personal, social, health and economic (PSHE) is integrated into the work of the school.  It is 
addressed in the curriculum by addressing issues such as grief and loss; communication 
skills; stress and anger management; resilience; conflict management; problem solving; 
help-seeking; bullying; decision making and alcohol and drug prevention. Promotion of 
mental health is included in this provision.  

• Staff are familiar with the Child Protection Guidelines and Procedures and details of how to 
proceed with suspicions or disclosures are familiar to all staff 

• Staff are advised to read about suicide awareness and interventions for suicidal students:  

• Inputs to students by external providers are carefully considered in the light of criteria about 
student safety, the appropriateness of the content, and the expertise of the providers.  

• The school has a clear policy on bullying and deals with bullying in accordance with this policy. 

• Our school is, first and foremost, a caring place, where teachers monitor and take note of 
students’ welfare on an ongoing daily basis. Following a critical incident the SLT will meet 
each week to review provision of pastoral care and to address specific cases.  

• Students who are identified as being at risk are referred to a designated staff member, 
concerns are explored and the appropriate level of assistance and support is provided.  
Parents are informed, and where appropriate, a referral is made to an appropriate agency. 

 



Critical Incident Management Team (CIMT) 

A CIMT has been established in line with best practice.  The members of the team were selected on 

a voluntary basis and will retain their roles for at least one school year.  The members of the team will 

meet annually to review and update the policy and plan.  Each member of the team has a dedicated 

critical incident folder. This contains a copy of the policy and plan and materials particular to their role, 

to be used in the event of an incident. Each member of the team has been assigned a key role in line 

with best practice. 

The key roles are as follows: 

• Team leader 

• Police liaison    

• Staff liaison.  

• Student liaison  

• Agency liaison 

• Parent liaison 

• Community liaison 

• Communications Officer 

• Attendance Tracker 

• Administrator 
 

Outlined below are some of the key responsibilities of each role 

 
Team leader – Principal: Parneet Kang 

➢ Alerts the team members to the crisis and convenes a meeting 
➢ Coordinates the tasks of the team 
➢ Liaises with the Board of Management; 
➢ Liaises with the bereaved family 

In the absence of the Parneet, Tracy will take the lead.  

Police liaison - Principal: Parneet Kang 

➢ Liaises with the Police  
➢ Ensures that information about deaths or other developments is checked out  

before being shared 

Staff liaison – Deputy Head   
➢ Leads briefing meetings for staff on the facts as known, gives staff members an opportunity to 

express their feelings and ask questions, outlines the routine for the day 
➢ Advises staff on the procedures for identification of vulnerable students 
➢ Keep staff updated as day progresses 
➢ Is alert to vulnerable staff members and makes contact with them individually.   

 
Student liaison –Behaviour Lead 

➢ Alerts other staff to vulnerable students (appropriately)  
➢ Provides materials for students (from their critical incident folder) 
➢ Keeps records of students seen by external agency staff  
➢ Looks after setting up and supervision of ‘quiet’ room where agreed 
➢  



Parent liaison –Principal 
➢ Visits the bereaved family with the behaviour lead 
➢ Arranges parent meetings, if held 
➢ May facilitate  such meetings, and manage ‘questions and answers’  
➢ Manages the ‘consent’ issues in accordance with agreed school policy 
➢ Ensures that sample letters are typed up, on the school’s system and ready for adaptation  
➢ Sets up room for meetings with parents  
➢ Maintains a record of parents seen 
➢ Meets with individual parents 
➢ Provides appropriate materials for parents (from their critical incident folder) 

 
Community Liaison – Parneet Kang 

➢ Maintains an up to date list of contact names and numbers for local community 
organisations. 

➢ Ensures that accurate information is provided to local  
community groups who are linked in with the school. 

➢ Liaises with organisations in the community for  
support. 

➢ Provides information on an on-going basis where appropriate. 
 
Agency liaison – Parneet Kang 

➢ Maintains up to date lists of contact numbers of  
➢ Liaises with agencies in the community for support and onward referral 
➢ Is alert to the need to check credentials of individuals offering support  
➢ Coordinates the involvement of these agencies 
➢ Reminds agency staff to wear name badges 
➢ Updates team members on the involvement of external agencies 
➢  

Communications / Media  Liaison – Parneet Kang 
➢ In advance of an incident, will consider issues that may arise and how they might be responded 

to (e.g. students being interviewed, photographers on the premises, etc)  
➢ Will draw up press statement, give media briefings and interviews (as agreed by school 

management)  
➢ Will coordinate the monitoring of communications relating to the incident. 
➢  

Administrator – Deputy Head / Behaviour lead 
➢ Maintenance of up to date telephone numbers of  

❑ Parents or guardians 
❑ Teachers 
❑ Emergency support services 

➢ Takes telephone calls and notes those that need to be responded to 
➢ Ensures that templates are on the school’s system in advance and ready for adaptation 
➢ Maintains records  
➢  

Attendance Tracking – Behaviour & Pastoral lead 

➢ In the immediate aftermath of the critical incident special  
care will be paid to attendance of students. 

➢ All absences will be carefully monitored. 
 



Record Keeping 

In the event of an incident each member of the team will keep records of phone calls made and 

received, letters sent and received, meetings held, persons met, interventions used, material used 

etc.   

The Pastoral lead will have a key role in receiving and logging telephone calls, sending letters. 

 

Confidentiality and good name considerations 

All staff of The Emscote School have a responsibility to protect the privacy and good name of the 

people involved in any incident and will be sensitive to the consequences of any public statements.  

The members of the school staff will bear this in mind and will seek to ensure that students do so also.  

For instance, the term ‘suicide’ will not be used unless there is solid information that death was due 

to suicide, and that the family involved consents to its use. The phrases ‘tragic death’ or ‘sudden 

death’ may be used instead.  Similarly, the word ‘murder’ should not be used until it is legally 

established that a murder was committed.  The term ‘violent death’ may be used instead 

Critical incident rooms 
 

In the event of a critical incident:  

• Staff Room will be used to meet the staff 

• Common Room will be used for meetings with students 

• Principal’s office for parents 

• Principal’s office for press 

• Breakout rooms will be used  for individual sessions with students 

• Principal’s office for other visitors  
 

 

 

 

 

 

 

 

 

 

 



 

Lockdown within the school: 

This Policy applies to employees, volunteers, parents/carers, students, and people visiting the school 

site. It covers the procedures and personnel responsibilities when the school is required to go into 

lockdown. (Appendix 1) 

Lockdown Guidelines The Emscote School Lockdown Policy applies when students and staff need 

to be locked within buildings for their own safety.  

Lockdown procedures may be activated in response to any number of situations, but some of the 

more typical ones might be:  

• A reported incident or civil disturbance in the local community which potentially poses a risk to the 

school community;  

• A dangerous individual in the locality;  

• An intruder on the school site with the potential to pose a risk to students, staff and visitors;  

• A warning being received regarding a local risk of air pollution (e.g. smoke plume, gas cloud);  

• A major fire in the vicinity of the school;  

• The close proximity of a dangerous dog roaming loose;  

• Serious accident on-site requiring good access for Emergency Services 

Testing of the Policy The School Principal or another member of school staff designated by the 

principal, will schedule at least one practice lock-down drill per year and will be responsible to ensure 

all staff members are clear about the procedure before the practice drill takes place. 

Lockdown Procedure In the event of an emergency, the school principal or in their absence the 

Deputy/Assistant Headteacher will make the decision, in consultation with the Police when deemed 

necessary, with regard to whether the school needs to locked down.  

Full Lockdown: This signifies an immediate threat to the school.  

Alert:  Alert to staff: “Full lockdown”. Immediate Action – via phone/walkie talkies. 

Immediate Action: 

• Staff to lock all doors and windows & close blinds where possible. 

• Contact emergency services 

• All students to be moved away from the view of windows, all mobile phones set to silent and 

remain quiet. 

• Staff will communicate via walkie talkies or mobile phones (where possible) 

• If the lockdown happens during a lunch period then students to assemble in the middle corridor 

with all doors locked and blinds drawn. 



Staff and students remain in lockdown until it has been lifted by a senior member of staff or the 

Emergency Services. At any point during the lockdown the situation may change and escalate 

resulting in the need for emergency evacuation procedures to be implemented. The move to an 

evacuation will be communicated by a warning on computer screens/phone call. During the lockdown, 

staff will keep agreed lines of communication open but not make unnecessary calls to senior 

management or the office as this could delay more important communication. 

Removal from school: 

In the instance where the school building is deemed unsafe: 

• Staff and students will safely go to Bookers cash and carry (opposite the school) by using the 

emergency exits 

• Contact emergency services 

• Contact parents when safe. 

Emergency Services 

 It is important to keep lines of communication open with Emergency Services as they are best placed 

to offer advice as a situation unfolds. The school site may or may not be cordoned off by Emergency 

Services dependent upon the severity of the incident that has triggered the lockdown. Emergency 

Services will support the decision of the Headteacher with regarding the timing of communication to 

parents. In the event of a prolonged lockdown or more severe scenario it may be appropriate to liaise 

with the Emergency Services to arrange a Reception Centre for family members outside of the 

cordoned off area.  

Communication with Parents and Carers 

 School lockdown procedures, especially arrangements for communicating with parents and carers, 

should be routinely shared with parents and carers, although it is not advisable to share entire 

lockdown plans. In the event of an actual lockdown, it is strongly advised that any incident or 

development is communicated to parents and carers as soon as is practicable. Parents and carers 

will obviously be concerned but regular communication of accurate information will help to alleviate 

undue anxiety. Information to share with parents and carers  

Parents and carers should be given enough information about what will happen so that they:  

• are reassured that the school understands their concern for their child’s welfare, and that it is doing 

everything possible to ensure their child’s safety;  

• do not need to contact the school as calling the school could tie up telephone lines that are needed 

for contacting emergency service providers;  

• do not come to the school as they could interfere with access by emergency service providers and 

may even put themselves and others in danger;  

• wait for the school to contact them about when it is safe to come to collect their children, and where 

this will be from 



All new and temporary staff will be informed of the details of the plan by the principal, Parneet Kang. 

The plan will be updated and reviewed annually and reviewed after specifically after a critical incident 

has occurred. 

 

Appendix 1-taken from Chesapeake Public School. 

 

 
 


