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Prevention

The Health & Safety policy, Risk Assessment Procedures, A Combined Equality Scheme and a Health care Plan are systematically reviewed to aid in the prevention of critical incidents. However, procedures are in place to deal with unforeseen circumstances.

Visits

· School visits are carefully planned and risk assessments taken.
· Risk assessments are reviewed by Headteacher and a sample of the forms are kept each year.
· Only reliable transport operators are used and all children wear seatbelts.
· A list of children and adults engaged in any activity away from school are kept.
· A complete set of contact details for each class is kept in the school visits folder and given to staff as appropriate.
· The EV Policy and guidelines are adhered to on all trips and residential visits.
· Contact details of children when trip is out of school hours will be taken with the adult in charge.
Team

Helen Ballam – Headteacher

Charlotte Saunders/Jenny Winser – Office

Ben Davies – Chair of Governors

Jenny Gridley – Out of hours contact
Phil- CEO
Potential Incidents

Fire

· The procedures for evacuation will be followed and the emergency services called.

· Procedures for informing parents will be followed.

· The Area manager will be informed and the Properties department contacted to assess the safety of the structure.

· Children will be kept outside or taken to the church or village hall.

Traffic Accident

· Obtain accurate information from the emergency services.

· Procedures to inform parents will be followed.

Intruder

· Any member of Staff will inform the Police

· Evacuate Children to a safe place and contact parents from there.

Medical Emergency

· General – outbreak of meningitis, salmonella etc.
Headteacher will inform Area Office, medical officer, School Meals Service. Written advice sent to parents on the advice of Medical Officer.

· Individual – Assess injury or follow advice in Care Plan and call Ambulance. Then inform parents.
Sudden death

· In the event of a death of a member of Staff or a child, the Headteacher or Senior teacher would explain the situation to the children. Parents would be informed by letter. Arrangements would be made for counselling.

Incident on a school trip where a child is injured.

· Follow procedures outlined in First Aid and Education Visits Policy.
· Contact parent.
Incident off site where a member of staff leading a trip is injured.

· Follow procedures for injury with a child

· Contact next of kin.
Actions to take

Immediate – (obtain and collate accurate information about the incident before taking action.)
· Assign roles quickly. Contact for emergency services if necessary. Support for casualty, support for other children, contact for school and Headteacher. 

· 1 member of staff remain with child, other staff ensure all other children in place of safety.

· Member of staff not with casualty to contact school and Headteacher.

· When safe to do so member of staff with casualty contact school and Headteacher to give update.

· School staff or Headteacher to call parents of casualty.

· School staff to begin contacting other parents.

· Member of staff with non-casualties to ensure children do not use mobile phones to post to social media sites or contact home until clear summary of events can be given.

· Office staff are asked to keep all phones lines to school free until incident resolved.

Inform school team
Inform Trust
Start an Incident Log (assign a member of staff to keep notes on actions taken)
· Action being taken 
· Record what has been said

· Who has been informed

Contact families of children involved

· Usually Headteacher or Senior member of Staff

Inform Staff 
Inform SCC – School to inform SCC of incident if support is required.
Inform other parents

· Information for parents will be coordinated by office staff or the Headteacher. (school staff should not give out or pass on information until they are briefed to do so.

Inform Pupils

· A nominated member of staff will lead a school assembly or class teachers will speak to classes.
Media 

· A Governor or MAT member will talk to the media.

Other Schools

· Other schools may have siblings of children affected. Jenny Winser to inform.

Short term

Debrief those involved in the incident – 

· To clarify what happened

· Allow sharing of reactions

· Reassure those involved

Establish normal routines

Work with LA to develop support plan.

Release a more detailed press statement

Medium term

· Provide updates

· Monitor the effects on pupils and staff

· Prepare strategies for re-entry in to School

Long Term

· Continue to monitor staff and pupils

· Prepare for anniversaries

· Be aware of the effects of legal procedures
· Review procedures and policies if required

	CONTACT
	NAME
	PHONE

	School
	Rattlesden Primary
	01449 736335



	Headteacher
	Helen Ballam
	01284 752779
07709 577 484

	Assistant Headteacher
	Cath Jeffery

	01359 271662


	Chair of Governors
	Ben Davies 
	01449737301
Mobile: 07711985139

	CEO
	Phil 
	

	Caretaker
	Jenny Gridley
	01449 736071



	Local Authority office hours (JEPU- Suffolk Joint Emergeny Planning unit)
not out of hours- calls to emergency services would trigger contact out of hours.
	general
Suffolk CC (Neal Evans)

Suffolk CC (Chris Blackman)
	01473 275321
01473 275317

01473 275314

	Hospital
	BSE

Ipswich
	01284 713000

01473 712233



	Bus
	Squirrells
	01449 740582



	Parents

	
	In School Office
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