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CONTACT DETAILS KEYHOLDERS NAME AND TELEPHONE NUMBERS 

	SCHOOL
	St Alban’s Catholic Primary School

Lensfield Road, Cambridge CB2 1EN


	Head teacher Name:
	Mr Joseph McCrossan

	Head teacher Telephone Number: 
	01480 353295  /  07930024931

	Deputy Head teacher Name: 
	Mrs Janet Muir

	Deputy Head teacher Telephone Number:
	01223 861556 / 07958 109269

	Keyholder No. 1 Name & Position:
	Mr Steve Ostler / Site Manager

	Keyholder No. 1 Telephone Number:
	 07874 203112

	Keyholder No. 2 Name & Position:
	Mrs Janet Muir / Deputy Head teacher

	Keyholder No. 2 Telephone Number:
	01223 861556 / 07958 109269

	Any further keyholders:


	Becky Richardson (Inclusion Coordinator) 07960557676
Emma-Jane Farrell (Finance & HR Officer) 07532 254329
Joanne Koehler (School Admin Officer) 07749884949

Sue Folbigg (City Kids) 07762141412


St. Alban’s Catholic Primary School Cambridge

CRITICAL INCIDENT MANAGEMENT PLAN

A. Critical Incident Response Team (CIRT)

The school’s CIRT members are:

· Mr J McCrossan (Head teacher)

· Mrs J Muir (Deputy Head teacher)
· Mrs Becky Richardson (Inclusion Coordinator)
· Mrs Emma-Jane Farrell (Finance & HR Officer)
· Mrs Joanne Koehler (School Admin Officer) 07749884949

· Mr Steven Ostler (Site Manager)

· Mrs Lia Campos (Chair of Governors)
· Sue Folbigg (City Kids Manager)

· Canon Eugene Harkness (OLEM)

· Flavio Vettese (Diocese)
B. Alternative Facilities

Should the school become untenable for any reason, then alternative facilities are:

· OLEM Parish Hall (access via the church office) 
C. Possible Crises or Incidents

The range of crises which could affect the school are:

· Adverse weather or other environmental conditions e.g. storm, flood, severe cold weather.

· Disruption to the school’s water or energy supplies.

· School building emergency e.g. fire, bomb scare.

· Local area emergency.

· Security risk on the school premises (Intruder, unknown photographer)
· Residential trip

· Educational visit.
· Pandemics

· Forced school closure
D. Mechanism for Communication (Communication Team CT)
1. Contact Lists

Telephone contact lists are to be kept on the school’s management system. The Headteacher, Deputy Head, Finace & HR Officer and School Admin Officer only have access
2. Cascade System

· Head teacher to contact (Appendix 1)
· Critical Incident Response Team

· Diocese Property – Helen Bates
· LA- Chris Meddle and Diane Stygal
· Local Radio Stations

· Clerk to the Governors –Rachael Beale
· Chair of Governors – Lia Campos (07969 537750)
· Church- Canon Harkness

· Sue (city Kids)
· Deputy Head teacher to contact 

· Staff 
· Inclusion Coordinator to contact

· Teaching Assistants
· School Admin Officer to contact allocated parents or whole school and Extra Curricular club leaders 
· Finance & HR Officer to contact other agencies eg Dolce, EPM, Cambs. Music 
3. City Kids
Sue (Manager) to inform City Kids staff

4. Site Manager
Contractors and Cleaner
5. Cambridgeshire Contacts
	Jonathan Lewis 
	Director of Education 
	07920160402 01223 714745 (PA) 

	Stephen Brown 
	Outdoor Education 
	01480 379677 

	Ian Roberts 
	PE and Sports fixtures 
	01480 379077 

	Sue Eagle 
	Transport Team 
	07768742160 

	Martin Kemp 
	Transport Team 
	01223 715605 

	Mark Greenall 
	Insurance 
	insurance@cambridgeshire.gov.uk 

	John Chapman 
	Education ICT 
	John.chapman@theictservice.org.uk 

	Ed Strangeways 
	Communications Team 
	communications @cambridgeshire.gov.uk 

	Matthew Hall 
	Communication Team 
	07383 832752 

	Stuart Wood 
	Health and Safety 
	01223 699122 

	George Hayes 
	Senior Adviser for Governance 
	01223 699787 

	Chris Meddle 
	Senior Adviser for Leadership 
	01223 703564 

07798571179 

	Diane Stygal 
	Leadership Adviser 
	01223 507115 

07375087833 

	Local Radio Stations

BBC Radio Cambridge 

Q103

Star Radio

Cam105
	01223 589899

01223 235255

01223 722300

	
	

	Ranstad Education 
	01223 368836


6. Church/Diocese contacts
Canon Harkness   (OLEM)                                                                                     07886229240
Flavio Vettese (Diocese)                                                                                       07921405824

Helen Bates (Diocese Property)                                                                          07712863050
	OLEM Rectory
	                    01223 350787


E. Emergency Assembly Areas

Emergency assembly areas are KS1/2 playgrounds in line with the school’s “Emergency Evacuation Procedures” (Appendix 8)
F. Emergency “Grab Pack”

The Headteacher will keep an emergency “grab pack” in the Head’s office containing the following:

· site plans

· contact lists (staff, governors, pupils)

· LA emergency contact numbers

· Stationery

Security at St Alban’s

Optimum Relationships for Promoting School Security

The ethos of the school is crucial in promoting optimum security. Good communication is at the heart of this, so that; staff report concerns believing that they will be discussed and acted on if necessary, children feel that their concerns will be listened to by trusted adults, parents are informed and know that their views are taken into account, neighbours are encouraged to report incidents, visitors feel welcome but understand the need for caution by school staff, and, agencies such as the police are informed and consulted as necessary.
IMMEDIATE ACTION – i.e. within hours of the incident occurring 
1. Obtain and collate information relating to the incident – uncertainty breeds rumour and accurate information is essential; 

2. Gather and brief the CIRT (Critical Incident Resource Team) – brief the whole staff team, allocate roles and responsibilities; 

3. Trigger support from the LA and other contacts on emergency list – each member of the Communication team to cascade information to relevant groups.; 

4. Set up an incident management room and dedicated phone line – to deal with calls from anxious parents etc. CIRT should agree a factual statement and avoid speculation; 

5. Contact families affected – must be done quickly and with sensitivity. Consistency of information is vital. It may be appropriate for families to come to school and immediate emotional support could be a possibility; 

6. Make arrangements to inform other parents – may need to take advice from LA, especially if there is the possibility of legal liability. CIRT may wish to send a letter to parents, or prepare a leaflet. 

7. Inform teaching and other school staff – staff need to be cautioned about talking to the media or responding to questions from reporters. It is vital that all staff in contact with pupils are kept well informed and feel secure in handling comments or questions from pupils. 

8. Inform pupils – can be done in small or large groups depending on which is most appropriate. Care needs to be exercised to protect both children or adults closely involved in the incident. It is important that children receive a consistent account of the incident allowing for differences in their ability to understand. 

9. Encourage people involved to talk – the incident may need to be discussed before children go home for the day, for both pupils and adults. 

10. Deal with the media – most important to seek advice from LA before agreeing to speak to or be interviewed by the media. If this is not an option then an agreed text for release should be prepared by the CIMT and a designated spokesperson briefed and prepared to respond on the school’s behalf. 

11. Devise a plan for handling the reactions and feelings of people affected – the most common reactions will include denial, distress, guilt, anger and helplessness. CIMT need to consider outside professionals to support and debrief staff and pupils affected by the incident. Those providing support also need support. At this point the CIMT will need to plan their short term reaction to the incident.

Action Cards 
It may be useful for the CIRT to consider and devise a set of Action cards. 

The Action Cards give responsibilities for specified staff in the event of a critical incident 

(a) away from the school 

(b) in the school environment 

These should be used in the event of a major incident and be carried by staff on school visits. 

Due to the nature of school life, which includes the absence of staff on courses, at meetings etc. The following are four possible suggestions. 

ACTION CARD 1. 
GUIDANCE FOR SCHOOL STAFF IN EVENT OF A MAJOR INCIDENT IN SCHOOL 
Obtain facts and information 

Call the emergency services using 999 

Retain any relevant equipment 

Inform rest of school staff and children as appropriate 

Ensure register of all children is maintained 

Contact local authority for advice 

Contact chair of governors 

Contact health and safety reps 

Prepare to deal with the media 

ACTION CARD 2 
GUIDANCE FOR SCHOOL STAFF IN EVENT OF A MAJOR INCIDENT OFF SITE 
Administer first aid as appropriate 

Establish a contact point with the emergency services 

Allocate responsibility to ensure other pupils are safe including registering 

Inform school 

Use systems e.g. Phone/ParentMail to communicate with parents 

Travel with casualties to hospital 

Complete accident forms 

ACTION CARD 3 
GUIDANCE FOR SCHOOL STAFF IN EVENT OF A MAJOR INCIDENT ON SITE – E.g. Fire/Flood 
Keep a record of witnesses 

Keep others informed of situation 

Ensure register of all children is maintained 

Arrange for non-casualties to evacuate school and relocate to other premises 

Use systems e.g. Phone/ParentMail to communicate with parents 

Manage traffic onto the site to ensure that emergency access vehicles can arrive 

Care for relatives arriving at school 

Remain available to emergency 

ACTION CARD 4 
GUIDANCE FOR SCHOOL STAFF IN EVENT OF AN INTRUDER INCIDENT ON SITE (INCLUDING PHOTOS AT THE SCHOOL GATE) 

Ensure all children are removed from the scene

On no circumstances does anybody challenge intruder or perpetrator

CIMT to be informed-make a decision about the level of contact required

Report to the Police, LA etc as appropriate

Record incident

Parents to be contacted via In Touch

Chair of Governors to be informed

Follow up with the LA

As soon as possible relevant groups of parents will be given an update via In Touch

When appropriate an alert to be included in the school newsletter

St. Alban’s Catholic Primary School Cambridge

Critical Incident Response Team
CIRT : Name: Mrs Janet Muir   
Appendix 2

	Name of staff member/ parent / governor to contact
	Telephone contact number(s)

	Emma Paul
	07880 592632

	Anne Waterson
	07780 478196

	Alice Tait
	07944 449373

	Jess Brett
	07772 876513

	Chris Wright
	07511 542426

	Michele Seebeck
	07415 318725

	Janet Muir
	07958 109269

	Ruth Burrows
	07752 594940

	Becky Richardson
	07960 557676

	Joe McCrossan
	07930 024931

	Tina Ruvolo
	01353 610633/07449125699

	Tessa McLeish
	07825 041840

	Alice Barlow
	07798 589441

	Monica Czernuszewicz
	07788 544936

	Michele Yealands
	07717 574352

	Rob Brown
	07962 209086

	Julie Dama
	07557 143498

	Jo Flaxman
	07766 310443

	Emanuela Gollin
	07912 605219

	Karen Aurelio
	01223 416030

	Joanne Koehler
	07749 884949

	Emma-Jane Farrell
	07532 254329

	Flower
	07563 607887

	Steve Ostler
	07874 203112

	Alba’s mobile number: 
	077 4733 1291

	
	

	
	

	
	

	
	


St Alban’s Catholic Primary School Cambridge

Critical Incident Management Planning

CIMT : Name__Joanne Koehler
Appendix 3

Groups of parents/clubs
Whole school

Individual class

Netball – Tessa McLeish  07825 041840
Football – Steve Fallon 01223 569778
Steve Fallon Football – Steve Fallon 07810 536805
Irish dancing – Helena Cafferkey 07757 623424
Italian class –Marcia

Music School- Ruth Burrows 07765 103629
Gaelic Football - Phil Mullen 07948 407950
French Club- Marlene 07503 204254
Cafod – Not at the moment
Code Club – Not at the moment
Latin Club – Justyna Ladosz <jl2141@cam.ac.uk>
Gates 

The school gates will be; closed at 09.00am, opened at 15.05pm and closed at 15.30pm
Both school gates will have a member of staff present until the gates are to be closed. (usually the Headteacher and the Site Manager)

Protocol to report an incident which endangers the safety and welfare of the children

