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Thomas Gainsborough School 
CRITICAL INCIDENTS POLICY 

 
 

 
Policy Statement 
 
Thomas Gainsborough School is totally committed to ensuring that, in the event of a 
critical incident, the school will provide a high level of care and education for its 
population. 
 
The Director of Children’s & Young People’s Services (CYPS) and the Executive CEO 
of Unity Schools Partnership will be informed immediately if this plan comes into 
effect. 
 
The Headteacher and the Governing Body of Thomas Gainsborough School are 
responsible for annually reviewing the Plan and identifying areas of weakness. 
 
The school is responsible for updating relevant sections of the Plan on a regular 
basis. 
 
The Governors of the school uphold the CYPS Managing School Emergencies advice. 
 
Definition 
 
A critical incident may be defined as a physical incident or psychological trauma that 
has a severe immediate impact and likely long-term effect on students, staff, 
governors or any visitors.  
 
It may involve significant threat, damage or injury to property and /or individuals. 
 
 
Aims 
 
1. To maintain a duty of care 
2. To minimise educational and administrative disruption within school 
3. To enable normal working to be resumed in the shortest possible time 
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Objectives 
 
1. To ensure control is established at a senior level within school at the critical early 

stages of a major incident situation 
2. To provide the Director of Children’s & Young People’s Services with a detailed 

list of actions to cover the initial period following a major incident, up to and until 
repaired, rebuilt or when reoccupied. 

 
DEFINITION OF AN EMERGENCY 
 
An emergency is an unexpected, serious incident which requires immediate and deliberate 
action. 
 
Examples of Emergency Incidents: 

• Fire in the school or nearby premises 

• Explosion in a laboratory 

• Electrocution 

• Water or gas leaks 

• Disruption of failure of gas, water or electricity 

• Use of knives or guns 

• Students or teachers being held hostage 

• Suspected or confirmed infectious disease which must be notified to the 
authorities See Appendix A 

• Death or serious injury to a student or member of staff in or out of school 

• Road accident involving students on a school trip 

• Onsite or nearby civil disturbances, riots or acts of terrorism 

• Natural disasters, e.g., flooding, earthquake, lightening strike 

• Any incident that prompts school closure 
 
THE CRITICAL INCIDENT TEAM (CIT) 
 
The CIT is central to the school’s emergency planning and is led by the Headteacher.  Other 
members of the CIT are the Premises Manager, the Senior Leadership Team and three 
further members of staff, two of whom are fully trained First Aiders.  The team members 
and their contact details are listed in Appendix B. 
 
The role of the CIT is to: 

• Write and maintain this Critical Incident policy. 

• Write the CIT Action Plan in which specific responsibilities will be allocated to 
individual members. 

• Instigate and manage the initial, ongoing and follow-up action taken for 
emergencies in line with the CIT Action Plan. 

• Evaluate the school’s handling of each emergency. 
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DEALING WITH EMERGENCIES IS A FOUR STEP PROCESS: 
 
Please refer to the ‘Advice to Schools and Other Settings – Managing Critical Incidents’ 
document. 
 

1. Initial Action 
2. Managing the Ongoing Incident 
3. Follow-up Action 
4. Evaluation. 

 
 
 
Step 1: Initial Action 
The first adult to become aware of the incident must take initial action to remove any 
students and staff from danger, then inform the Headteacher or senior member of staff as 
soon as possible, either directly or by sending another person.  Essential First Aid should be 
administered as soon as possible.  The Headteacher and the CIT will then co-ordinate all 
subsequent actions, as appropriate for the specific incident: 

• Ascertain the nature and extent of the incident. 

• Remove all people from immediate danger, if this has not already been done. 

• Ascertain what First Aid has been administered and administer further First Aid 
if appropriate. 

• Gather the CIT and delegate responsibilities. 

• Inform all staff of the incident. 

• Contact the Emergency Services or other appropriate authorities, such as the 
Health Authority, or utility suppliers, furnishing them with full details of the 
incident. 

• Ensure the premises are secure and manage the flow of people in and out of the 
premises, both on foot and by vehicle. 

• For students travelling by bus, TGS retains a list of what particular bus each 
individual student uses.  One copy of this list will be retained in Student Services 
and the other copy in the Front Office in the Critical Incident file.  

 
 
Step 2: Managing the Ongoing Incident 
Step 2 begins when the full extent of the incident is known and immediate actions have 
been taken to control the situation and prevent further damage, loss of life, stress, etc.  Step 
2 will continue for the duration of the incident, e.g. until the fire is put out, or until the 
hostage situation has been resolved. 
 
 
 
Where appropriate, the Headteacher and/or other members of the CIT should: 
 

• Write down what actions have been taken, when they were taken, and by 
whom.  This log should be updated throughout the incident, including follow-up 
action, and used in the evaluation process. 

• Arrange for the provision of emotional support for staff or students with urgent 
need. 

• Inform students as appropriate. 
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• Contact parents/guardians, or emergency contacts of students who are 
substantially and immediately affected.  Details of the names, addresses and 
telephone numbers of students are on the TGS computer.  One copy of this list 
will be retained in Student Services and another copy will be retained in the 
Front Office.  A copy of the Staff emergency ‘tree’ will also be kept in Student 
Services and the Front Office. 

• Offer reassurance to staff, students and parents/guardians. 

• Be sensitive to multicultural and multi-faith issues. 

• Inform the Chair of Governors and the Local Education Authority of the 
situation. 

• Seek the advice of the Psychological Services, or other counselling services, 
including ministers of religion, and make their services available to all staff, 
students and parents/guardians involved. 

• Identify high risk students and staff and prioritise psychological resources for 
their use. 

• Co-operate with the Emergency Services and offer them all resources available. 

• Evacuate the school or gather all staff and students to an emergency meeting 
point on the school premises. 

• Close the school as appropriate, arrange for students to be sent home with a 
letter of explanation and inform all stakeholders, making use of the local media. 

• Convene a staff meeting. 

• Debrief staff and/or students throughout the incident, keeping them up-to-date 
with the current state of affairs, as appropriate, e.g. “the electricity should be 
reconnected in 5 minutes”. 

• Seek advice from the education authority on handling media interest and using 
the media to convey accurate and vital information. 

• Ensure the smooth flow of information through the school, such as access by the 
emergency services to staff or student records, calls from parents/guardians and 
the media, setting up an emergency telephone number, etc. 

 
 
Step 3: Follow-up Action 
Step 3 begins once the emergency incident itself is over.  Follow-up action aims to alleviate 
distress caused by the emergency and facilitate full rehabilitation of all those involved.  The 
aim is for the staff and students to be given the opportunity and time to reflect on the 
incident so that we can all learn from it as a life experience.  This reflection should not be 
any longer than is necessary and should not be compulsory.  Some staff or students may 
simply not want to revisit the incident in their minds.  Anyone involved in the incident may 
require time and psychological help to deal with issues that have arisen.  The aim is to move 
towards ‘normality’ as soon as possible. 
 
 
 
Where appropriate, the Headteacher and/or other members of the CIT should: 
 

• Continue to complete the incident log, recording all actions taken in relation to 
the incident. 

• Organise an assembly on the incident and issues which may have arisen or might 
arise from the incident. 

• Manage any long-term psychological treatment being offered through the 
school. 
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• Make counselling available in the long term and promote its use. 

• Remain sensitive to multicultural and multi-faith issues. 

• Facilitate attendance of staff and students (as appropriate) to inquests, funerals, 
memorial services, and other organised and peaceful mass gatherings expressing 
collective emotion. 

• Recognise and commemorate anniversaries if appropriate. 

• Enable controlled discussion in tutor groups. 

• Promote controlled discussion in related subjects, e.g., PSHE. 

• Maintain contact with families most affected by the incident. 

• Continue to support staff and students who have been most affected by the 
incident. 

• Make all new staff aware of the incident and its implications for staff and 
students generally, and in particular those individuals that have been most 
affected. 

 
 
Step 4 – Evaluation 
Evaluation aims to find out how well the school and the CIT dealt with each incident.  This 
information can then be used to improve the Critical Incident Policy, the CIT Action Plan and 
the role of the CIT in general.  The CIT will conduct the evaluation in conjunction with the 
LEA. By interviewing any staff and students involved who volunteer information, arranging 
for anonymous suggestions to be collected, and through formal discussions with the LEA 
Critical Incident Planning Team, Emergency services, etc. 
 
 
Results of the evaluation will affect future planning and may involve redirecting funds to 
address immediate concerns.  Questions which need to be asked are: 

• “Was there a simple, unique cause of the incident?” 

• “What could we do to prevent the same incident happening again?” 

• “Do we need to improve security?” 

• “Did the school minimise distress and injury?” 

• “Did the CIT work effectively as a team?” 

• “Were there any obvious mistakes?” 

• “What can we learn from the mistakes? – How can we improve what action we 
take next time?” 

• Do any policies need change, such as the Health & Safety & Welfare policy?” 
 
 
APPENDIX A 

 
 
 

The following diseases are notifiable (those which a doctor must report to the health 
authorities). 

• Acute poliomyelitis 

• Anthrax  

• Cholera 

• Covid - 19 

• Diphtheria 

• Dysentery (amoebic or bacillary) 
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• Food Poisoning (or suspected food poisoning) 

• Leprosy 

• Leptospirosis 

• Malaria 

• Measles 

• Meningitis 

• Meningococcal septicaemia (without meningitis) 

• Mumps 

• Ophthalmia Neonatorum 

• Paratyphoid 

• Plague 

• Rabies 

• Relapsing Fever 

• Rubella 

• Scabies 

• Scarlet Fever 

• Smallpox 

• Tetanus 

• Tuberculosis 

• Typhoid Fever 

• Typhus 

• Viral haemorrhagic Fever 

• Viral Hepatitis 

• Whooping Cough 

• Yellow Fever 
 

 
The following diseases, although not notifiable, are routinely investigated by the authorities: 

• Legionnaires disease 

• Psittacosis 

• Cryptosporidiosis 

• Giardiasis 

• Yersiniosis 
 
 
 
 
 

 
APPENDIX B 

 
 

Emergency Contact List 
 

Contact Name Telephone Number 

West Suffolk Hospital  01284 713000 

Chair of Governors Mrs Sue Leon 01787 314312 

Education Welfare Officer Richard Couldridge 07850882272/01787315957 

Shire Hall Emergency Line  01284 352112 

Zone Emergency Planning Officer Simon Marsh 07545 422546 
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Emergency Services: Police, Fire, 
Ambulance 

 999 or 112 

LEA Designated Child Protection 
Officer 

Suzannah Bedford 01284 352205 

Local Authority Press Office  01473 264397 

Local Police Station  01284 774300 

Local Religious Group: Christian Rev. Chris Ramsey 01787 373579 

School Transport line (direct)  01473 265137 

School Nurse Clara Offord   childrensheath@suffolk.gov.uk 

CEO Unity Schools Partnership Tim Coulson  01440 333400 

 
 
 
Members of the Critical Incident Team 
 
The dedicated telephone number for all critical incidents is 01787 314301  
 

Contact Name Telephone Number 

Headteacher Mrs Helen Yapp 01787 375232 ext 2505 

Deputy Headteacher 
 
Deputy Headteacher 

Mr Christian 
Appleford 
Mr Chris Ryall 

01787 375232 ext 2508 
 
01787 375232 ext 2507 

Chair of Governors Mrs Sue Leon 01787 314312 

Premises Manager (First Aider) Miss Liz Clements 01787 314304 ext 2545 

Asst Headteacher Mr David Chiang                         Ext 2529 

Asst Headteacher Miss Jo Hilson                         Ext 2534 

Asst Headteacher Miss Gail Forster                         Ext 2532 

Asst Headteacher Mr Ed Clark                         Ext 2522 

Asst Headteacher Mrs Jess Woods                          Ext 2525 

Asst Headteacher 
Asst Headteacher  

Mr Alex Blagona 
Miss Abi Alston 

            Ext 2557 
            Ext 2533 

Director of Sixth Form Mr Kenny 
Alexander  

            Ext 2550 

IT Manager Mr Stuart Bloyce                         Ext 2555 

First Aider Mrs Heather Beer                         Ext 2516 

Office Manager/Heads PA Mrs Kerry Fuller                         Ext 2509 

Premises Team (First Aider) Mr Martin Clark                          Ext 2501 

Premises Team (First Aider) Mr Ben Feacy                         Ext 2501 

 

The Critical Incident Team (CIT) has responsibility for ensuring that procedures are 
properly addressed at all times of high emotion and that if the Headteacher is the 
subject of the incident then the response mechanism should proceed effectively.  If 
the incident involves legal action, a precise response to the incident should be known 
and is able to be verified by more than one person. 
 

The Critical Incident Team (CIT): 
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Name Position in School Role during incident 
 

Mrs Helen Yapp  Headteacher • Leader of plan 
• Designate roles and responsibilities 
• Liaise with emergency services 
• Co-ordinates from school 
• Informs USP of incident 
 

Miss Liz Clements Premises Manager • Assist leader 
• Remain at school 
• Liaise with emergency services 
 
 

 
Mr Chris Ryall 
Mr Christian Appleford 

 
Deputy Headteacher  
Deputy Headteacher  

• Assist leader 
• Adopt leader role if Headteacher not 

available 
 

Mr David Chiang 
Miss Gail Forster 
Mr Ed Clark 
Miss Jo Hilson 
Mr Alex Blagona  
Mrs Jess Woods 
Miss Abi Alston  
Mr Kenny Alexander 
Mrs Kerry Fuller 
Mr Stuart Bloyce 
Mrs Heather Beer  
Mr Martin Clark  
Mr Ben Feacey 

Asst Headteacher 
Asst Headteacher 
Asst Headteacher 
Asst Headteacher 
Asst Headteacher 
Asst Headteacher  
Asst Headteacher 
Director of Sixth Form 
Heads PA 
IT Manager  
First Aider 
Premises Team (First 
Aider) 
Premises Team (First 
Aider) 

• Assist leader 
• Remain at school 
• Inform parents /relatives  

• Liaise with emergency services 
• Contact relevant outside agencies 
• React to any first aid incidents  

 
 

 
All members of the critical incident recovery team must: 
 
• have a copy of the Critical Incident Kit, Policy and CYPS (Children and young 

people’s services) advice at home and at school 
 
• be aware of the roles of each part of the plan to enable the school to react 

swiftly and accordingly 
 
• have contact numbers for each other for 24-hour contact 
 
• have an on-call rota for any member who is not available in the event of a school 

trip 
 
• in the event of a school trip /visit, have access to a list of names for staff and 

students. 
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IMMEDIATE INCIDENT CHECKLIST – PEOPLE RELATED 
 
Critical incident involving people 
 

• Death of a student or member of staff 

• Abducted /missing student 

• Assault causing serious injury 

• Transport incident involving school visit /journey 

• Communicable Disease 

• Food poisoning 
 
 

Death of a student or member of staff on site 
 

Action Action Taken (   ) 

Withdraw the students to a secure controlled area  

Secure site i.e. electricity, gas, water etc. if due to an accident  

Contact emergency services   

Inform next of kin  

Inform CIT (Critical Incident Team) leader   

Notify Chair of Governors, Executive CEO of USP and his/her PA  

Notify LA (Local Authority)  

Ensure safety /welfare of other students and staff  

Complete accident book  

Investigate circumstances  
 
 

Abducted /missing student 
 

Action Action Taken (   ) 

Inform CIT (Critical Incident Team) leader  

Inform police  

Notify next of kin  

Notify Chair of Governors, Executive CEO of USP and his/her PA  

Attend to emotional welfare of students and staff  

Notify LA (Local Authority)  

Update school registration details   
 
 

Assault causing serious injury 
 

Action Action Taken (   ) 

Administer first aid and contact emergency services  

Secure site for investigation  

Inform CIT (Critical Incident Team) Leader  

Inform next of kin  

Inform CYPS (Children and young people’s services)  

Inform Chair of Governors & Executive CEO of USP and his/her PA  

Complete serious incident forms  
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Ensure safety /welfare of students and staff  

 
 
 

Transport incident involving school visit /journey 
 

Action Action Taken (   ) 

Establish the nature and extent of the incident  

If an injury – assess injury (preferably by first aider)   

Contact emergency services  

Ensure all other members of the group are accounted for   

Ensure all other members are safe from danger and looked after  

Inform CIT (Critical Incident Team) leader – giving full information 
of incident 

 

CIT (Critical Incident Team) leader to oversee situation from school  

Confirm hospital details  

Inform Chair of Governors, Executive CEO of USP and his/her PA  

Inform LA (Local Authority)  

Make arrangements for return of group to base or home  

Contact place of visit and inform them of the situation  

Obtain a police report   

Obtain insurance information   
 
 

Communicable Disease - only classed as an outbreak if more than one case 
 

Action Action Taken (   ) 

Inform CIT (Critical Incident Team) leader  

Contact and liaise with Health & Safety Department within LA   

Contact School Nurse  

Inform Chair of Governors, Executive Principal of USP and his/her 
PA 

 

School nurse and /or LA to advise re: letters to parents/carers  

Attend to emotional welfare of students and staff  
 
 

Food Poisoning 
 

Action Action Taken (   ) 

Inform CIT (Critical Incident Team) leader  

Identify who is affected and assess severity of the illness  

Continue observation of casualty or casualties   

Administer first aid as required  

Contact next of kin and advise hospital details  

Contact Health Team – Consumer Protection Department giving full 
information 

 

If serious outbreak inform LA (Local Authority)  

Inform Chair of Governors, Executive CEO of USP and his/her PA  

Exclude affected people from school where necessary  

Identify cause of illness to avoid a reoccurrence  
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IMMEDIATE INCIDENT CHECKLIST – PROPERTY RELATED 

 

Critical incident related to property 
 

• Widespread structural damage  

• Major fire  

• Terrorist incident 
 
 

Widespread structural damage 
 

Action Action Taken (   ) 

Evacuate the premises  

Take a roll call  

Call emergency services  

Ensure CIT leader is informed   

Decide whether to keep students in school or send home  

Provide information to parents/carers via phone /letter  

Inform LA (Local Authority)  

Inform Chair of Governors, Executive CEO of USP and his/her PA  

Ensure no unauthorised persons gain access to the site  

Contact the CYPS Premises Section /NPS for a structural Surveyor 
to assess damage/repairs 

 

Strictly control access to the damaged building  
 
 

Major fire 
 

Action Action Taken (   ) 

Ensure safety of students, staff and visitors by following school’s 
evacuation procedures – Option to move to the Secondary 
Evacuation Point 

 

Ensure CIT (Critical Incident Team) is informed  

Ensure safety and security of premises  

Staff /students must not be allowed to re-enter the building until 
emergency services allow them to do so 

 

Advise the LA /Insurance Department  

Contact the CYPS Premises Section /NPS for a structural Surveyor 
to assess damage/repairs 

 

Close the school if necessary  

Advise the Chair of Governors, Executive CEO of USP and his/her 
PA 

 

 
 

Terrorist incident 
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Action Action Taken (   ) 

For bomb scares and gas leaks implement standard fire evacuation 
procedures – Option to move to the Secondary Evacuation Point 

 

Inform everyone that MOBILE PHONES MUST NOT BE USED  

Establish a safety point at a fair distance away from the school  

Ensure CIT (Critical Incident Team) is informed  

Inform Chair of Governors, Executive CEO of USP and his/her PA  

Inform LA (Local Authority)   

 
 

ONGOING ACTION FOLLOWING A PROPERTY RELATED INCIDENT 
 

 

 

• Ensure safety of students and staff 

• Ensure all parents/carers, staff and governors are informed of and are aware of 

incident 

• Evaluate damage to building and likely disruption to the education process  

• Ensure safe removal of hazardous materials and debris 

• Identify welfare support of students and staff 

• Review health & safety and security /fire prevention on site 

• Review the accommodation and catering  

• Maintain communications with outside bodies 

• Be involved in rebuilding and /or occupation of temporary premises 

• Formalise the revised transport arrangements 

• Prepare inventory to furnish alternative accommodation 

• Inform other users of the premises 

• Provide written information regarding the incident 

• Hold a fire drill as soon as possible if new exit routes and assembly points are 

necessary 

• Walk through the building to check fire escape requirements 

• Reallocate parking space and student areas 

• Hold briefing meeting with staff  

• Ensure all utilities have been checked and are functioning correctly 

• Exercise caution before using electrical equipment 

• CIT (Critical Incidents Team) to maintain a brief Diary /Log of events and action 

taken. 

  


