
 

 
 
 

 

Critical Incident Plan & Procedures Policy 

 

St Dominic’s Priory School is committed to safeguarding and promoting the welfare of 

students and young people in its care. 
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1. Aims 

The aim of this plan is to assist staff at St. Dominic’s Priory in planning for and responding 

effectively to emergencies on site or during educational visits. This plan ensures compliance 

with recent UK legislation and Department for Education (DfE) policies. 

2. Scope 

This plan applies to all staff, students, and visitors at St. Dominic’s Priory and covers 

incidents that might happen: 

• On the school site – including lettings outside of school hours. 

• Off-site – e.g., on school trips or other activities. 

• During normal working hours. 

• Outside normal working hours, including weekends and holidays. 

This plan also covers: 

• Emergency procedures for extended services such as breakfast clubs, after-school 

clubs, and holiday activities. 

• Special events, e.g., open days, transition days, and live performances. 



 

 

 

 

 

3. Definition of a Critical Incident 

A critical incident is any situation posing an immediate risk to health, life, property, or the 

environment. Examples include: 

• Public health incidents (e.g., significant infectious diseases or Government UK Alert 

services).  

• Severe weather (e.g., flooding, storms, or snow). (aligned with our Sever weather 

school closure plan) 

• Serious injury to a student or staff member. 

• Fire or structural damage. 

• Criminal activity (e.g., bomb threats). 

• Loss of power or telecommunications. 

• Disruption to normal services. 

• Cyber incidents or data breaches. (Report this to the Information Commissioner’s 
Office within 72 hours of becoming aware of it.) 

• Local community emergencies or disasters. 

• Intruders on the premises (aligned with our Lockdown policy and procedure). 

4. Roles and Responsibilities 

Critical Incident Management Team (CIMT): 

• Headteacher (Incident Lead): Oversees incident management and response. 

• Deputy Headteacher: Assists the Incident Lead and manages communication. 

• Finance Manager: Manages technical and physical aspects of the incident. 

• Designated Safeguarding Lead (DSL): Ensures compliance with safeguarding 

duties as per Keeping Children Safe in Education 2025.   

• Communication Officer (Admin staff): Handles communication with parents, 

media, and authorities. 

• Facilities Manager/Caretaker: Supports response activities within the school. 

5. Immediate Response 

Our first priority in any critical incident is the safety of students and staff. 

1. Assess the Situation: Determine the nature and scope of the incident. 

2. Activate the Plan: Notify the CIMT and implement emergency procedures. 

3. Evacuate or Lockdown: Decide on the most appropriate response based on the 

incident. 

 

This aligns with Civil Contingencies Act 2004 & Health and safety: responsibilities and 
duties for schools - GOV.UK 

https://www.legislation.gov.uk/ukpga/2004/36/contents
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools


 

 

 

 

 

 

6. Evacuation Procedures 

• Routes: Clearly marked and accessible. 

• Assembly Points: Designated safe areas outside the school building. 

• Roll Call: Conducted by class teachers to account for all students. 

7. Communication 

• Internal Communication: Use the school’s ICT systems, emails, and text alerts to 

inform staff and students. 

• External Communication: Notify parents using pre-established channels, update the 

school website, and liaise with local authorities. 

• Media Relations: Managed by the Headteacher or delegated CIMT member. Ensure 

compliance with Data protection: The UK's data protection legislation - GOV.UK 

8. Lockdown Procedures 

Refer to our Ready for Anything (Lockdown) Policy for full details: 

• Signals: Specific alarms and announcements via ICT systems. 

• Actions: Close windows and doors; stay out of sight and minimise movement; remain 

silent. 

• Communication: Provide regular updates via text or email. 

9. Post-Incident Procedures 

1. Debrief: Conduct a meeting with the CIMT to review the response and identify 

improvements. 

2. Support: Offer psychological support and counselling services in line with DfE’s 

Promoting and supporting mental health and wellbeing in schools and colleges - 
GOV.UK 

3.  Review: Update the Critical Incident Plan based on lessons learned. 

10. Training and Drills 

• Regular Training: Ensure all staff understand their roles and responsibilities. 

• Drills: Conduct termly evacuation and lockdown drills. 

• Online Safety Training: In line with DfE’s Teaching Online Safety in Schools 

(2024). 

 

 

 

https://www.gov.uk/data-protection
https://www.gov.uk/guidance/mental-health-and-wellbeing-support-in-schools-and-colleges
https://www.gov.uk/guidance/mental-health-and-wellbeing-support-in-schools-and-colleges


 

 

 

 

 

 

11. Appendices 

Appendix 1: Post-Incident Support Checklist 

Post Incident Support Checklist  

  

Post incident support - assistance for students, parents / carers and staff  
Completed  
Sign / time 

/ date  

Identify students, parents/carers and staff who may be particularly affected by 
the incident     

Consider requesting support from educational professionals and or other 
organisation (such as the Local Authority, Academy Trust, Samaritans, Teacher 
Support Network, NSPCC etc. that are suitably trained      

Offer students and staff the opportunity for psychological support and 
counselling     

Ensure staff and students know that support is available and arrange access to 
these services as necessary     

Ensure that staff and students have access to breakout areas where they can 
take timeout     

Consider how it is appropriate to debrief all staff and students, and by whom     

Provide opportunities for students to discuss their experiences (e.g. promoting 
discussion during class, arranging a special lesson). Do not discourage students 
from talking about their experiences. Consider creating a safe space for students 
to record messages, and/or utilising IT     

Arrange for a member of staff to visit those affected (at home or at hospital). 
Ask for consent from parents / carers before doing this     

Make arrangements to express sympathy to those who have been hurt. 
Consider encouraging students to send cards / messages to those affected     

Manage any distress that could be caused by ongoing Police enquiries, legal 
proceedings and media attention     

Cancel or rearrange any events which are inappropriate     

Be sensitive about the demands on staff and students (e.g. deadlines for 
coursework, imminent exams, duties and burdens) where appropriate consider 
deferring/cancelling activities     



 

 
 
 
 
 

Send a communication (letter/email) to debrief parents / carers with 
information about: the nature of the incident, action taken, arrangements for 
support, what further actions the school/college is taking (i.e. lessons learned), 
who they can contact to discuss further     

Provide parents / carers with appropriate updates and information     

Do not make public any sensitive / confidential information about individuals     

Consider organising an event for parents / carers to discuss any issues or 
concerns they might have     

If students or staff who were particularly affected by the incident leave 
school/college consider notifying the headteacher of the new school/college 
ensuring confidentiality and sensitivity     

Ensure that new staff and students are aware of the incident, and how it 
affected the school/college community     

Follow return to work / school/college procedures to make returning to 
school/college as easy as possible     

Ensure that the appropriate support is in place for as long as necessary     

  

Additional consideration should be given to:  

Funeral arrangements and religious activities  

Remembrance activities and memorials, including how it is appropriate to mark 
anniversaries etc  

Support families and the local community if affected by the incident (e.g. community 
events, fund raising).  

Any media activities  

Appendix 2: Contact List 

SLT: 
• Rebecca Harrison: 07375 520079 
• Jo Talbot: 07853 239513 
• Richard Jones: 07813 081398  
• Jamie Wilkes: 07375 144467 

Local Authority Contacts:  
• Emergency Services: 999 

• Staffordshire County Council: 01785 223121 

• Local Utilities (Gas): 0800 111 999 

• Local Utilities (Electricity): 0800 6783 105 

• Water Services: 0800 389 1011 

• Health and Safety Executive: 0345 300 9923 

• Information Commissioner’s Office: 0303 123 113  



 

 

 

Appendix 3: Site Map 

 

St. Dominic’s Priory School is committed to ensuring the health and well-being of all those 

affected by critical incidents and encourages seeking external support where necessary. This 

policy reflects the latest safeguarding and emergency preparedness standards to ensure a safe 

and supportive environment for all. 

Approved by: Head Teacher                                                                           Date 12/02/2025 

Last Reviewed on: 12/02/2025  

Next Review in 3 years or when a Critical 

Incident Occurs  

 

 
 
 
 
 
 
 


