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Critical Incident Policy

As Hayley’s Little Heroes is part of the Latchford St James School site, our Critical Incident Policy will follow the same procedure as the main school building, with some necessary additions for during holidays and to include our own buildings management team. 
Hayley’s Little Heroes has sought the necessary permissions from Mr A Hayes LSJ Headteacher to share the school’s information in addition to our own on our website and with HLH staff and parents. 

Additional information for Hayley’s Little Heroes is as follows..

Hayley’s Little Heroes Critical Incident Management Team (CIMT) 
Hayley Ashorobi – Nursery Owner/ Manager
Paula Stockwell – Nursery Deputy Manager 
Jenna Hancox – Assistant Deputy Manager

Should a critical Incident occur on Hayley’s Little Heroes Premises then Hayley will inform LSJ’S CIMT id necessary and decide if it is necessary to assemble immediately and where to meet. Hayley will liaise with school’s CIMT as soon as a critical incident occurs. 

Action to be taken immediately.
Should Hayley not be available, then nursery Deputy Manager or most senior staff member on site will take the lead and inform LSJ CIMT and LSJ’s procedure will be followed to ensure the safety of all person’s on the school site. Should  the incident primarily be located at Hayley’s Little Heroes then Hayley will contact school’s CIMT immediately to advise them and decide if it is necessary for the school to activate their emergency procedure, or if Hayley’s Little Heroes should proceed alone providing the school and all present within the school building are in no immediate danger. 
Should this be the case then Hayley as the Lead CIMT will take the following action. 

1. Obtain information about what has happened
2. Brief all present staff
3. Contact the Local Authority to inform them and seek necessary support. 
4. Put in place a critical Incident Management room (school if possible)
5. Ensure children and staff are safe and settled. 
6. Contact the parents of children attending/ involved and arrange collection if necessary.
7. Encourage those involved into talk.
8. Be ready to deal with media interest.
9. Develop a plan to support feelings and reactions to the incident 
10. Anticipate possible further media interest. 
11. Provide further information to parents not directly involved (where necessary)
Please note that depending upon the nature of the incident points 6 through 11 may not necessarily follow that order. 

Contacts of all staff members and directors.
Hayley Ashorobi – Owner/Manager 07935723371
Paula Stockwell – Nursery Deputy Manager 07783285501
Jenna Hancox – Assistant Deputy Manager/ Tod Room Leader 07366574705
Barbara Naylor – Nursery Staff/cook – 07592374272
Nicole Jefferson – Toddler Room Leader – 07703199953
Kayley Clements - Pre-School Room Leader - 07506196897
Megan Martin – L2 Practitioner - 07581709908
Amanda Whittle – UQ Support Staff 07891206869
Claire Gleave – UQ Support Staff – 07495019080

Updated 25.6.25 
Hayley Ashorobi/ Paula Stockwell

Latchford St James personnel on school policy document..

Please find attached Latchford St James Critical Incident Policy 
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	Signed Headteacher
	


	Date
	July 2021

	Review Date
	July 2022



PLEASE NOTE ELEMENTS OF THIS POLICY ARE CONFIDENTIAL
THE POLICY SHOULD BE KEPT IN A SAFE SECURE PLACE


This document should be read alongside the Warrington LA document entitled: ‘Managing the response to critical incidents in schools’.  A copy of this document is available in the Headteacher’s offices, and copies are kept by the Headteacher and the Deputy Headteacher.

There is no one defined critical incident which this action plan refers to.  It is not possible to plan for all potential critical incidents.  It is hoped that this plan can be used flexibly if a critical incident occurs, and that the Critical Incident Management Team (CIMT) adapt it to suit the school’s needs.

Copies of this plan are available in the main office, the Headteacher’s Office, and via any member of the CIMT.  It is also available in the Policies File located in the staff room. Adapted copies of the plan are given to all staff, but these copies do not contain all of the telephone numbers listed in the main plan.  All staff have contact telephone numbers of all members of the Critical Incident Management Team.

Critical Incident Management Team (CIMT):
· Andrew Hayes – Headteacher 
· Paula Williams – Deputy HeadteacherH 
· Danielle Kavanagh - EYFS Phase Leader 
· Helen Daintith – KS2 Leader
· Rhea Armitage – KS2 Phase Leader returning 1/3/22
· Dawn Appleton -  School Business Manager
· Debbie Muckley – Caretaker from 1/9/21
· Janice Rowlands/Robert Icke – Chair or Vice-Chair of Governing Body (join CIMT as soon as available – the meeting of the CIMT will not be delayed)
The CIMT will meet together as soon as any critical incident occurs.
If the critical incident takes place out of school hours, the lead member of the CIMT (Headteacher, or most senior colleague present) will contact all of CIMT and a decision will be made whether to assemble immediately, and where to meet.

Action to be taken immediately:

If the head teacher is not available, then the deputy head or another member of SLT takes lead responsibility and named person is communicated to all members of CIMT.

	Action
	By whom
	Completed

	1) Obtain and collate information 	about what has happened
	First person on the scene/ responding to phone call
Martin Flute
	

	2) Gather and brief the CIMT
	Andrew Hayes/ SLT
	

	3) Contact LA to inform/ Seek LA 	support through designated contacts
	Headteacher and SLT
	

	4) Put in place an incident 	management room and a dedicated 	telephone line
	Dawn Appleton/Karen Tipping
	

	5) Inform Governors
	Janice Rowlands/Robert Icke
	

	6) Contact families whose children are 	involved
	Co-ordinated by head/ SLT
	

	7) Make arrangements for informing 	other parents
	Co-ordinated by head/ SLT
	

	8) Inform teaching and support staff
	Co-ordinated by head/ SLT
	

	9) Inform pupils
	Co-ordinated by head/ SLT
	

	10) Encourage people involved to talk
	Co-ordinated by head/ SLT
	

	11) Be ready to deal with media interest
	ONLY  head/ SLT
	

	12) Develop a plan for handling the 	feelings and reactions of people
	Co-ordinated by head/ SLT with LA support
	

	13)  Anticipate further media interest
	Co-ordinated by head/ SLT with LA support
	

	14)  Possible further information to 	parents not directly involved
	Co-ordinated by head/ SLT with LA support
	


(Copied in Appendix 3 for use)

Depending on the nature of the critical incident (when it has taken place, how the school has been informed, etc.) numbers 4 to 7 may take place in a different order.

Additional notes:
(partly taken from LA document)

1. Gather information
	Information required:
· What has happened?
· Where and when?
· Name and contact number of an adult at the incident site (if applicable)
· Extent of injuries, numbers and names
· Location of injured, name and contact number of adult present
· Location of uninjured, name and contact number of adult present
· Is help required from the school?

CIMT also needs to know?
· Who has been informed?
· What has been said?
NB If an incident involves police, they will take overall control of certain management issues.

· See LA booklet




2. Brief CIMT
· CIMT meet (or speak if out of school hours) as soon as possible.
· If during the school day – initial meeting takes place in the Conference Room.  
· Mrs Muckley to be called to school if not on site – call made by Dawn Appleton(or other Office Staff).  
· Reception class left with Miss Peever – to release Danielle Kavanagh
· Year 6 to bet with Mrs Worrall – to release Helen Daintith (Rhea Howard-Armitage)
· All information shared with CIMT.  Opportunity for all to share initial responses and to record on a thought-web all who need to know/ possible 	consequences/ etc.  Information may be used to adapt above action plan.
· CIMT meet annually to update names, contact numbers, procedures, etc.
· See LA booklet

3. Contacts
· Head to contact Ellen Parry, Critical Incidents Co-ordinator, Office: 01925443263, mobile: 07827258060, e-mail: eparry@warrington.gov.uk
· Also inform Louise Corlett, Assistant Head of Service Achievement and Learning  01925 443121

4. Information
· CIMT to draft initial response to deal with any incoming calls.  Office Staff to be briefed on this by Dawn Appleton.
· Record to be kept of all incoming callers who have been given that message.
· Dawn Appleton to establish incident room – main office.   School Mobile to be used as the incident contact number.  Mobile numbers of one of the head/ deputy to be given out to those who NEED it – LA, police, etc.
· No information to be given out until confirmed and agreed with CIMT – important that there is no mis-information given as this can add to confusion, speculation and panic.  Only provide facts.  Do not speak to press.
· See LA booklet

5. Inform Governors
· Governors to be informed through agreed cascade initiated by the head/ deputy - see Appendix 1.

6. Contact families directly affected
· All excursion organisers are to ensure that a list of names and contacts for those on a trip out of school is available with Mrs Appleton/Mrs Tipping.
· Head/ deputy to organise who is informing whom and when.  Parents/ relatives should be contacted quickly and with sensitivity.
· CIMT need to agree what information is being given.
· If a parent cannot be contacted, every effort should be made to contact another relative/ neighbour/ family friend to relay the message.
· If no contact is made, a note must be posted through the door asking them to 	telephone a given number (school mobile).  These notes to be taken by Teaching Assistants, Governors, etc.
· Mrs Muckley to arrange chairs, etc. in the hall as parents may need to come into school to be ready for further information.
· See LA booklet

7. Information for parents
· CIMT to seek guidance from LA, policy or Public Health Authority before issuing information to parents.
· See LA booklet.

8. Informing Teaching and Support Staff
· If critical incident occurs during school hours, there will be regular meetings for all available staff – breaks, lunchtime, before and end of school day.
· Staff to be reminded to only deal with facts, and not to respond to questions 	from reporters or from media.
· If critical incident occurs out-of-school hours, the head teacher/ deputy will telephone all teaching staff:
· Members of the CIMT
	Mrs Appleton will telephone all support staff:
	Mrs Muckley will telephone:
· Cleaning / kitchen Staff
· See Appendix 2 for all ‘phone numbers.
· See LA booklet 

9. Information for Pupils:
· See LA booklet

10. Encourage people to talk
· In some instances, people involved should be able to talk about events before going home – this involves all staff and children.
· Ensure regular opportunities for CIMT to talk about, and share, responses and feelings.  Headteacher to ensure this group access available support, don’t just direct it to other staff and children.  Rest of CIMT to ensure Headteacher/ Deputy Head make time to talk.
· See LA booklet

11. Dealing with the media

· Contact Council’s Communication Team on handling media interest. 01925 442081
· Do not speak to media without agreement of/ consultation with CIMT.
· See LA booklet








12. Handling the reactions of people affected

· The nature of the incident itself has a major bearing on the feelings generated.  The most common reactions include denial, distress, guilt, anger and helplessness.
· There are some common needs that should be recognised and addressed:  	
Action within hours:	
· People need information about the incident
· Explicit acknowledgement of the incident
· Opportunity to talk through or otherwise express personal reactions
· Those providing support need support
· Formal and informal recognition and rituals
· Continuing or quickly re-establishing usual routines
· Return to school by pupils or staff directly affected
· See Section 3 of LA booklet


Appendix 1
Cascade of information to Governors

Janice Rowlands (Chair of Governors) to inform Robert Icke (Vice-Chair)

Janice and Robert to agree information to be given to Governors, and one of their contact numbers for Governors to make further enquiries.  

Janice Rowlands or Robert Icke to inform all Governors

Governors will be telephoned once.  If not available, a message will be left asking them to ‘phone the Chair or Vice-Chair.  If no messaging facility, they will be telephoned again later.

Any Governors living closely enough to do so, would be most welcome to come to school to help out in any practical way.  If coming to school, please see Office Staff on arrival and they will direct you to a classroom where you can support staff, or assign a different role depending on the school’s needs.  If you have up-to-date, enhanced CRB clearance, you may be asked to support teachers with large groups of children if other class teachers need to be relieved of teaching duties.  
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Appendix 2	CONFIDENTIAL

Contact numbers of all staff:

	Staff
	
	
	
	
	Cleaners
	
	
	

	Miss
	Rhea
	Armitage
	07912 203622
	CIMT Member
	Mrs
	Margaret
	Marsh
	07989 039772

	Mrs
	Dawn
	Appleton
	07817 605163
	CIMT Member
	
	
	
	

	Mrs
	Sharon
	Bates
	07542 036414
	
	
	
	
	0754203644

	Mrs
	Victoria
	Bennett
	07903 281819
	
	
	
	
	

	Miss
	Danielle
	Brookhouse
	07885 633614
	
	
	
	
	

	Miss
	Zoe
	Buckland
	07578 434545
	
	Catering Staff
	
	
	

	Miss
	Emma
	Connolly
	07964 476495
	
	Mrs
	Gemma
	Stretton
	07791 611128

	Mrs
	Helen
	Daintith
	07850 279955
	
	Mrs
	Karen 
	Clarke
	07708 558782

	Miss
	Cheryl
	Fives
	07868 510981
	
	Mrs 
	Andrea
	Penketh
	07765 993757

	Mrs
	Sarah
	Forshaw
	07732 616902
	
	
	
	
	

	Miss
	Lorna
	Green
	07447842912
	
	
	
	
	

	Mrs
	Sada
	Hamam
	07783 190 080
	
	
	
	
	

	Mr
	Andrew 
	Hayes
	07540 076335
	CIMT Member
	
	
	
	

	Mrs
	Jennifer
	Jevans
	07910 207930
	
	
	
	
	

	Miss
	Danielle
	Kavanagh
	07523 334475
	
	
	
	
	

	Mrs
	Jane
	Lloyd
	07792 208160
	
	Governors
	
	
	

	Mrs
	Deborah
	Muckley
	07928 224372
	CIMT Member
	Mrs 
	Janice
	Rowlands
	07982 924049

	Miss
	Rebecca
	Parkinson
	07539878911
	
	Mr
	Rob
	Icke
	07791 611128

	Miss
	Hannah
	Peever
	07957 240494
	
	
	
	
	

	Mr
	David
	Smith
	07545 145596
	
	
	
	
	

	Mrs
	Karen
	Tipping
	07554 880173
	
	
	
	
	

	Mrs
	Paula
	Williams
	07977 120246
	CIMT Member
	
	
	
	

	Mrs
	Catherine
	Worrall
	07865 880037
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


THIS LIST IS CONFIDENTIAL

Telephone numbers to be updated if any are changed; list to be checked annually.
All members of the CIMT keep the full, completed list.  Adapted lists are held by different groups, e.g. teachers, Governors
     Critical Incident Telephone Cascade                                        AH

                                                           PW/OMoat until Aug 21     GOVS*see below    AUTHORITY (see appendix 4)


TEXT               DA                                      DK-EYFS		                      HD/RT – KS2                                     KS1                                

                                   
KT                   DM            GS      LG                 HP            SB /VB      HD             DS         EC                             JL                            


MDA’s           CLEANERS     Kitchen     DB                                         KW/JJ           SH/CB   SF                               BP         CF/Any agency staff		    

Whatsapp							
In the event of a critical incident, the telephone plan above should be followed. Make sure that if you need to contact a colleague, you have their telephone details (see attachment). In addition to the phone call, a group text will be sent. 

*governors – Janice Rowlands/Robert Icke/Frances Ireland/Maureen McLaughlin/Michael Ridley/Sarah Smith/Bushra Booth/Michael Jackson/Jackie Parker/Colin Williams/Danielle Brookhouse
                       Appendix 3

	Action
	By whom
	Completed

	12) Obtain and collate information 	about what has happened
	First person on the scene/ responding to phone call
Headteacher
	

	13) Gather and brief the CIMT
	Headteacher / SLT
	

	14) Contact LA to inform/ Seek LA 	support through designated contacts
	Headteacher / SLT
	

	15) Put in place an incident 	management room and a dedicated 	telephone line
	Dawn Appleton/ Karen Tipping
	

	16) Inform Governors
	Janice Rowlands/Robert Icke
	

	17) Contact families whose children are 	involved
	Co-ordinated by head/ SLT
	

	18) Make arrangements for informing 	other parents
	Co-ordinated by head/ SLT
	

	19) Inform teaching and support staff
	Co-ordinated by head/ SLT
	

	20) Inform pupils
	Co-ordinated by head/ SLT
	

	21) Encourage people involved to talk
	Co-ordinated by head/ SLT
	

	22) Be ready to deal with media interest
	ONLY  head/ SLT
	

	12) Develop a plan for handling the 	feelings and reactions of people
	Co-ordinated by head/ SLT with LA support
	

	13)  Anticipate further media interest
	Co-ordinated by head/ SLT with LA support
	

	14)  Possible further information to 	parents not directly involved
	Co-ordinated by head/ SLT with LA support
	


























Critical Incidents in Schools 
July 2021 
 
In the event of a critical incident in your school, please follow these initial steps 
 
· Refer to the booklet ‘Managing the response to critical incidents in schools 2021’  
· Obtain and collate information about what has happened 
· Convene your Critical Incident Management Team (if you have one set up) or your Senior Management Team and inform them of the incident 
· Ascertain as much information as possible and pass the details onto the LA via any of the below mechanisms. You will then be assigned a key contact: 
 	 
 
  	 	 	 
 	
                      Kate Guise 	Education Team 	Education Safeguarding 
 	Assistant Head of Service 	(Between: 9.00am – 4.30pm 	Service 
 	 	                                                                      weekdays)                       	(Between: 9.00am – 4.30pm /         
                   Office: 01925 442759 	 	                                                                                  4pm on Fri)  
 	Mobile: 07747 840944 	Tel: 01925 442211 	Tel: 01925 442928 
         Email: 	kguise@warrington.gov.uk  	education@warrington.gov.uk 	        educationsafeguarding@warrin gton.gov.uk 
 
 
 
For notification of incidents outside of office hours (evenings/weekends), please contact 
Carecall via 01925 443322 and state that you are reporting a school critical incident 
AND 
 
  Your school’s Chair of Governors and if appropriate the LA Comms Team (01925 442081) 
communications@warrington.gov.uk
  

 
You will be provided with support and guidance for the next steps, as suggested below. Please take their advice regarding the methods of appropriate communication to parents/children. 
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