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Equality Statement  

Farlingaye High School values diversity, and is determined to ensure that everyone is 
treated fairly, with dignity and respect; where the opportunities we provide are open to all; 
and that we provide a safe, supportive and welcoming environment - for staff, students and 
visitors.  

Equality Impact Assessment (EIA)  

This policy has been assessed with regard to its impact on equalities issue, with specific 
reference to the aims of the Equality Act 2010. The equality impact assessment focused on 
race, gender, disability, pregnancy and maternity, age, sexual orientation, gender identity 
and religion/belief.  

EIA outcomes  

• No areas of potential negative impact were found and actions resulting in positive impact 
are in place where appropriate.  

 



1 Prevention 

It is important to do all we can to limit the likelihood of a critical incident and to 
minimise its impact. 

a) Maintaining health & safety check/risk audit.  Need to do check and audit every 
six months (action to be taken by Principal Finance and Premises  Officer); 

b) School Journey pack.  To be checked once a year (to be done by Upper School 
Co-ordinator); 

c) Site Security needs to be maintained.  Needs to be reviewed once a year 
(action to be taken by Headteacher and PFPO); 

d) All staff need to be aware of potential problems.  Students should also be aware 
of general issues related to their health & safety. 

One crucial point is that up-to-date lists are needed of buses, bus routes, operators 
and passengers and whenever students are off site.  To achieve this:- 

a) The LT person with responsibility for transport must ensure that an up-to-date 
list is obtained each term from the County Transport Officer.  S/He must ensure 
this is kept in a central place in Reception and that all staff based in Reception 
are aware of where it is. 

b) All trip co-ordinators must leave an up-to-date list of those on a trip with both the 
Upper School Co-ordinator or Head’s Secretary and the School Office.  For all 
residential trips a list needs to be with the Headteacher, the Upper School Co-
ordinator and the file with the Head’s Secretary. 

A copy of all relevant information mentioned in this document is in a file in the 
Headteacher’s office. 

2. Critical Incident Management Team 

 This is made up of:- 

 Headteacher 

 Deputy Headteachers 

 Assistant Headteacher with responsibility for fire/evacuation procedures 

 Assistant Headteacher with responsibility for counselling 

 School Principal Finance and Premises Officer 

 Other LT members, Heads of Year and Support Staff HR Officer as relevant. 

 Chair and Vice Chair of Governors to be informed immediately and will join 
group if relevant. 

 Outside Agency representatives would be invited as needed e.g Town Clerk, 
police etc. 

 

3. Contingency Planning 

 Attached to this document is:- 

a) An emergency telephone list; 
b) A large scale local map, showing public phones, Police, Fire and Ambulance 

stations and nearest alternative parking facilities; 
c) A site plan showing fire points, isolation points for electricity, gas and water 

services, assembly points, fire hydrants, storage areas for flammable or 
hazardous products; 



d) List of bus routes and numbers; 
e) List of suitable support agencies and contact numbers (also an emergency list) 

4. Actions to take in a Critical Incident 

I. Immediate action (within hours) 
 
a) Obtain and collate accurate information about the incident so that calm 

and appropriate action can be taken; 
b) Retrieve the existing contingency plan.  Ensure that the current edition is 

available to several people so that it  is still available even if one or more 
members of the CIMT are not available at the time of the emergency.  At 
least one paper copy of the plan should be kept off site by Headteacher and 
Deputy Headteachers so it can be accessed even if the buildings are 
unavailable. 

c) Inform the Chair and Vice Chair of Governors 
d) Call together the CIMT. The Critical Incident Management Team should be 

called together.  The membership of this team can be altered at this time, 
depending on the circumstances. 

e) Although we are an Academy, it would still be appropriate at this time to 
inform the LA; 

f) Update an Incident Action Plan based on this contingency plan. 
g) Establish a communications room and dedicated phone.  This is likely to 

be in the Head’s Office unless the school premises are not available. Other 
rooms will need to be established e.g. briefing area for parents / carers; 
briefing area for media. 

h) A decision may need to be taken at an appropriate time if it is 
necessary to close the school. If so, use the standard closure notification 
system which currently uses texts and email. Contact would be needed with 
bus companies and catering suppliers. 

i) Social networking sites.   We need to be aware that information may be 
made available on social networking sites very early in an emergency 
situation and this could serve to inform (or possibly misinform) parents and 
others.  The need for prompt action to provide accurate information is 
therefore vital. 

j) Start the incident log and record keeping procedures.  Use the attached 
incident forms.   
This record is vital as later enquiries or court cases can depend on the 
accurate recording and availability of information.  It is essential to have an 
up to date record of:- 

 What action has been taken; 

 What has been said;  

 The people who have been informed; 

 Which people have attended (as helpers or visitors) etc. 
 

k) Contact the families of children and staff involved. 
It is obvious that this will need doing but what is not always clear is who 
should do it.  This decision can only be taken in the light of the actual 
circumstances.  It is most important to keep (and use) an accurate log of this 
so that no family is unintentionally omitted or contacted twice by different 
persons. 

l) Arrange to inform other parents 
All parents will be concerned and, in some situations, very worried.  
Arrangements should be made to inform them using brief but accurate 



information, probably through our texting service.  More detailed information 
can be provided to parents at a later date, if appropriate. 

m) Inform teaching and support staff 
Because of their close contact with students, it is important to provide full 
and accurate information and to brief them about what can be appropriately 
discussed with students.  Advice to staff about giving information to the 
media will also be important.  Normally, this should be channelled through 
the person identified to handle media enquiries and information. 
A staff meeting would probably be called so that staff feel involved in the 
procedures.  Information about points of contact should be included. 

n) Inform students 
Arrangements would be made to inform students not directly involved.  
There may be a need to provide updated information as a situation develops 
and this would be probably done through assemblies.  Where relevant, 
advice would be given about talking to the media if the circumstances 
warranted it. Students would also be informed of the support strategies that 
are available. 

o) Contact appropriate support services 
The LA may well be able to advise about whether other support services 
should be involved.  The school also has its own counsellor and adviser it 
can contact.  

p) At this stage double check that everyone who should be informed has been 
informed. 

q) Respond to/inform media  
The press and other media can have a considerable impact on an incident.  
A good working relationship with the media can be very helpful in providing 
accurate information to the public.  If the incident involves the emergency 
services initial communications may be provided by those services. 
Media Management: 

1. Ensure media access to the site, students and staff is controlled and 
only allow access to site if appropriate 

2. Some staff should be outside as students leave the site. 
3. Designate a specific area for the media away from the main entrance 

to the school. 
4. Develop a brief media statement – only give out accurate factual 

information. Contact all parents before giving more than a brief 
statement. 

5. Arrange for an appropriate member of staff to act as a spokesperson 
– this would usually be the Headteacher or the Chair of Governors. 
Advise staff to direct media enquiries to this person. 

6. Work closely with the media to establish what information  they 
require and when their deadlines are. Provide regular statements. 

r) Inform associated schools 
Other schools and settings could be directly affected by an incident, not least 
because they may have on their roll siblings of students involved.  This may 
need to be dealt with earlier depending on the relationships involved. 
 

II. Short Term (within hours or days) 
a) Hold on to normal routine if possible 

One of the aspects of a crisis is the anxiety felt by all the people associated 
with it, including those who have no direct involvement.  It is good practice to 
hold to normal routine as far as possible to ensure some security in the lives 
of children, in particular, at a time of crisis. 



b) Arrange a debriefing for staff and students involved in the incident 
Aim to:- 

 Clarify what happened; 

 Allow for a sharing of reactions 

 Reassure the participants that such reactions are not abnormal 

 Mobilise resources 

It may be best for this to be done by an experienced person from outside school. 

c) Develop a support plan for handling feelings and reactions of people 
Schools will need the advice and assistance of specialist staff to deal with 
people’s reactions to the incident.  It is important not to allow an ad hoc 
approach but to draw up a support plan with the professionals in this area.  It 
may be necessary for the staff of the setting to have a location where they 
can meet to discuss the school’s (or setting’s) response to the incident.  The 
school may need to buy into the Education Psychology Service to provide 
counselling for staff/students.  A similar service may be available through the 
Health Service for students. 

d) Release a more detailed press statement 
Having worked with the media initially, it is a helpful process for both school 
and the media to provide more up to date and detailed information as it 
emerges.  This will be appreciated, will help to keep others informed and 
possibly reduce the number of enquiries.  Suffolk’s Communications Team 
can help in this respect. 

III Medium Term (within days or weeks) 

a) Continue to provide updates on facts 
Depending on the circumstances, it may be necessary to continue to 
provide updates for staff, parents and the media for several days or, in 
some situations, even longer. 

b) Monitor the effects on students and adults and organise support for 
those needing it. 

c) Prepare for involvement in funerals, memorial services, etc. 
d) Prepare strategies for re-entry into school 

When attendance at school has been interrupted by a critical incident, it 
is important to prepare for return.  This will require briefing for staff and 
students and possibly a modified timetable. 

IV Longer Term 

a) Continue to be aware of people’s state of mind 
As things return to normal, it is important to continue to be aware of those 
who are vulnerable and watch out for continuing or emerging symptoms.  
New staff and staff unfamiliar to vulnerable students will need briefing 
about the situation. 

b) Maintain regular contact with relevant families. 
c) Memorials 

Schools/settings will want to consider whether it is appropriate to 
organise memorial assemblies, or physical memorials.  It may be 
appropriate to seek advice from headteachers who have had similar 
experience. 

d) Prepare for anniversaries 
Anniversaries are likely to be sensitive and difficult times.  It is wise to 
prepare together for these.  Marking an anniversary with something 



positive may be more helpful than allowing it to pass without drawing 
attention to it.  The views of parents of any students who had been 
involved in the tragedy, or who had lost their lives, need to be taken into 
account. 

e) Be aware of the effects of legal procedures 
Enquiries and court cases, etc. can be long drawn out affairs, keeping 
alive the trauma of the event.  Schools should make it their business to 
be aware of these proceedings and the possible effects on those 
involved. 

f) Provide support as the facts progressively emerge and change 
Schools should be aware that the understanding of the event can alter as 
information emerges.  Strong feelings of guilt may develop and support 
may be needed for these people. 

g) Review procedures 
In the light of experience, schools/settings may consider reviewing their 
procedures and implementing any learning from the incident.  That 
information could be shared with the Local Authority as it could contain 
information that might be useful to other schools/settings. 

 


