Clifton Primary School

Critical Incident Policy
(Including Lockdown Procedures)



Spring 2025

The school has set up a Critical Incidents Team. Each member has a specific job description which has been agreed
by the individual team member. (see Appendix 1 for each member’s job role).

The critical incidents management team is comprised of the following

* Head of Operations — Terri Hadifeld (Headteacher)

* Deputy Head of Operations — Melissa Redfern-Baumber(Deputy Head)

* Head of Communications — Olivia Tullock (School Business Manager)

* Head of Site Operations — Olivia Tullock (School Business Manager)

* Governor Liaison — Pamela Goodfellow (Chair of Governors)

1. Introduction

A critical incident can be described as an event or events outside the range of normal human experience, of
significant personal distress to a level which potentially overwhelms normal responses, procedures and
coping strategies and which is likely to have emotional and organisational consequences. Handling crises is
not a normal part of school life, but they do sometimes occur and therefore a school setting should have
procedures and plans in place to deal with any such event. This policy should be read in conjunction with the
school’s Incident Management and Business Continuity Policy.

2. Examples of critical incidents
A critical incidents may be:

e The sudden death of a pupil or member of staff;

e A serious accident involving pupils and/or school personnel on or off the premises;

e Aviolent act on school premises by malicious persons, either in person or by means such as arson,
bomb, vandalism etc;

e The school building becoming unsafe as a result of fire, flood or other incident;

e A more widespread emergency in the community, for example the release of hazardous substances,
severe weather, flooding etc;

e Severe power loss;

e Public health threats (e.g. meningitis);



e Any other event which may cause emotional and organisational consequences to the smooth
running of the school.

3. Other events also deemed to be emergencies
Other events also which may also be deemed to be emergencies may include:

e Anincident in the community which is seen or experienced by pupils or staff;
e Anincident affecting relatives of pupils which is known about in the school;
e Anincident affecting a nearby school or other HET school;

e Civil disturbances or terrorism.

4. Important factors
There are many factors which effect the severity of an incident. These may include:

e The suddenness of the occurrence;

e The shock effect;

e The apparent uniqueness of the occurrence;

e The need for any support to be available very rapidly;

e The publicity and attention which sometimes follow;

e The need to communicate with a number of people quickly;

o The need for support for those directly affected, and for the large number who might be indirectly
affected (pupils, teachers and parents).

5. Lockdown Procedures

5.1 All schools should consider the need for robust and tested school lockdown procedure. Lockdown
procedures should be seen as a sensible and proportionate response to any external or internal incident
which has the potential to pose a threat to the safety of staff and pupils in the school. Procedures should aim
to minimise disruption to the learning environment whilst ensuring the safety of all pupils and staff.

5.2 On very rare occasions, it may be necessary to seal off the school so that it cannot be entered from the
outside. This will ensure that pupils, staff and visitors are safe in situations where there is a hazard in the
school grounds or outside the school in the near vicinity. Lockdown procedures may be activated in response
to any number of situations, but some of the more typical might be:

e Avreported incident/ civil disturbance in the local community (with the potential to pose a risk to
staff and pupils in the school);

e Anintruder on the school site (with the potential to pose a risk to staff and pupils);

e A warning being received regarding a risk locally of air pollution (smoke plume, gas cloud etc);

e A major fire in the vicinity of the school;

e The close proximity of a dangerous dog/animal roaming loose.



6. Full Lockdown (Red Lockdown)
Alert to staff: School Bell

7.1 This signifies an immediate threat to the school and may or may not be an escalation of a partial
lockdown.

7.2 Immediate action:

o All pupils to return to their classrooms with the teachers. Pupils who are outside of the school
buildings are to be brought inside as quickly as possible, unless this endangers them or others. If
children remain outside they will moved to the nearest place of safety on or off site.

e Those inside the school should remain in their classrooms.

e Teacher will take a register to ensure all children are present;

e External doors locked. Classroom doors locked, depending on the circumstances, internal classroom
doors may also need to be blocked using classroom furniture;

e Windows locked, blinds drawn, pupils sit quietly out of sight under desks;

e During a full lockdown, no one can leave the classroom under any circumstances.

o Follow the CLOSE procedure:
o Close all windows and doors

Lock up
o Out of sight and minimise movement
o Stay silent and avoid drawing attention
o Endure. Be aware you may be in lockdown for some time

7.3 Once in Full Lockdown mode, staff should notify senior leaders immediately of any pupils or adults not
accounted for via the mobiles. Senior leaders will instigate an immediate search for anyone missing and will lead
on how to do this safely.

7.4 During a Full Lockdown, all staff will do all they can to keep a calm atmosphere in the classroom. The children
could engaged in a quiet activity or read a story. All adults must keep alert to the emotional needs of the pupils.

7.5 Staff and pupils will remain in lockdown in classrooms until it the lockdown has been lifted by a senior
member of staff or the emergency services. The signal for ‘all clear’ will be given by verbal confirmation in
person or via telephone from a senior member of staff.

7.6 Catering Staff will be updated at all times and will close the shutter to kitchen, turn off lights and lock their
doors.

7.7 If it is necessary to evacuate the building, the fire alarm will be sounded and everyone should leave the
building via the nearest exit and assemble on the school playground as usual. If an evacuation of the full site is
required, all children and staff will be directed to move to St Charles Primary School, Norfolk Street, Hull, HU2
9AA.

7.8 During lockdown, staff will keep agreed lines of communication open, via telephone, but will not make
unnecessary calls to the central office as this could delay more important communication.

7.9 As appropriate, communication with the Emergency Services will be established along with Hull City Council
and Humber Education Trust senior leaders.



7.10 It is of vital importance that the school’s lockdown procedures are familiar to all members of the school
staff. To achieve this, the lockdown procedures will be reviewed and discussed in whole school staff training
session each year.

7. Communication between parents and the school

8.1 In the event of a lockdown or any incident, developments and key information will be communicated to
parents as soon as is practicable.

8.2 Parents may be told: “The school is in a full lockdown situation. During this period the telephones and
entrances will be un-manned, external doors locked and nobody is allowed in or out”.

8.3 Parents will be given enough information about what will happen so that they:

o Arereassured that the school understand their concern for their child’s welfare, and that it is
doing everything possible to ensure his/her safety;

o Do not need to contact the school. Calling the school could tie up telephone lines that are
needed for contacting emergency providers;

o Do not come to the school. They could interfere with emergency provider’s access to the school
and may even put themselves and others in danger;

o Wait for the school to contact them about when it is safe for you to come and collect their
children, and where this will be from;

o Pupils will not be released to parents during a lockdown;
A letter to parents will be sent home on the nearest possible day following any serious incident
to inform parents of the context of the lockdown and to encourage parents to reinforce with
their children the importance of following procedures in these very rare circumstances.

8. Emergency Services

9.1 It is important to keep lines of communication open with Emergency Services as they are best placed to
offer advice as a situation unfolds. The school site may or may not be cordoned off by Emergency Services
depending on the severity of the incident that has triggered the lockdown.

9.2 Emergency Services will support the decision of the Headteacher or Deputy Headteacher with regarding
the timing of communication to parents

9. Review

The governing body will review this policy every two years. The governors may, however, review the policy
earlier than this, if the government introduces new regulations, or if the governing body receives
recommendations on how the policy might be improved.

This policy was approved by the governing board — September 2025

To be updated: September 2026

APPENDIX 3 Staff Cascade

Headteacher to inform Senior Management Team, Year Group Leaders and Caretaker.



Deputy head to inform administrative and support staff.
Deputy head to inform midday supervisory assistants.
Year Group Leaders to inform peer class teachers.

Class teachers to inform allocated teaching assistants and nursery nurses.

Parent Cascade

Parents to be informed by notices outside the school or by the class teacher by telephone if this is
deemed appropriate by the SMT.

Governor Cascade

Headteacher to inform Chairman and Vice Chairman.

Chairman to inform community and other governors.

Vice Chairman to inform parents

CRISIS MANAGEMENT CHECKLIST (1)

The following checklist will help an effective plan to be formulated

ACTION DONE

Have we identified the likely crisis that could occur?

What prepared statements do we need to cover the school’s attitudes
to the situations?

Have we considered all communication needs and target audiences?

What systems exist at present to handle a crisis?

Are these systems co-ordinated and do they cover all the media?




Has a central communications plan been agreed to co-ordinate all
information channels within the school and its external audiences?

Have key personnel been identified?

Have the members of the crisis team been allocated specific roles?

Does the system allow for absences due to holidays, sickness-ie is it
possible to alert someone 24 hours a day, 365 days a year?

Has everyone clear instructions what they should do in an
emergency procedure?

Do we have agreed procedures for handling information and dealing
with media enquiries?

Who is authorised to act as specific spokesperson?

Do we have an adequate budget to handle an emergency?

Do all school staff appreciate the importance of handling the media
calmly, efficiently and positively during and after a crisis?

Do we have procedures to monitor and record the handling of the
operation so we can assess the efficiency and ways it could be
improved for the future?

CRISIS MANAGEMENT CHECKLIST (2)

The following checklist should be used as a reminder list of actions that should be taken when a crisis
arises.

Action By whom Done
Agree specific crisis team and individual responsibilities Headteacher
Deputies & SLT,
Caretaker,Chair /
Vice Chair of
Govs.
Agree key spokesperson to contact HET/Hull City Council Head of
Communications
If necessary, put the closing of the school plan into place (see
Appendix)




Immediately call a meeting with the crisis team in order to : fully
brief the team on the situation and their responsibilities prepare

an appropriate statement for the Local Authority Press Head O,f of
Office - only they speak to the press; confirm Operations/
a plan of action Deputy HT
Ascertain whether extra support staff are needed Head of of

Operations/ Deputy
HT

Inform Local Authority Critical Incidents Team

Communications
Director

Ascertain whether additional physical support resources are Head of of

required Operations/
Deputy HT

Establish Communications Centre (through Local Authority Media Head of

Centre)

Communications

Communicate to all appropriate internal audiences that ALL

o . " Head of of
communication must go through the identified spokes-person only Operations/

Deputy HT

Fully brief all internal audiences eg staff, pupils, GB Head of of
Operations/

Deputy HT

Monitor situation and ensure main spokesperson on hand to Head of of
answer any additional queries Operations/

Deputy HT

Once everything has calmed down hold a structure debriefing Head of of
Operations/

Deputy HT




