
 
 
 
 
 
 
 
 
 
 

Critical Incident/Disaster Recovery Plan 

 

 
 
 
Introduction 
 
The formulation of this plan is intended to provide the school with a structure for an immediate, effective and caring response 
to any disaster or major incident by formulating a Crisis Recovery Kit. This will minimise disruption to normal school activity and 
guide the school management through the 
recovery process. 
As it is not possible to predict the exact nature of a disaster or major incident the Crisis Kit will provide clear, generic guidance to 
the management of the school in the event of a crisis. Some actions and responsibilities will not apply to all situations but by 
including them all, hopefully nothing will be overlooked. 
 
 The Crisis Recovery Kit aims to: 
o Lay down a generic framework for the school Critical Incident Response Team (CIR team) each CIR team member to follow in 
the event of incidents on or off-site. 
o Clarify responsibility areas for the school CIR 
o Highlight necessary communication paths. 
o Identify support mechanisms available to cope with the short and long term effects of any such incident. 
o Provide recording sheets to ensure that necessary information is retained. 
 
It is important to note that the kit must be seen as ‘live’ and should be reviewed and updated regularly to preserve its validity 
and usefulness. 
 
 
Types of Disaster/Crisis 
 
A disaster or crisis can be clarified as an unexpected event which affects the school community and which causes disruption on a 
scale which is beyond the normal coping capability of the school. Some events which could trigger the implementation of this 
plan are: 
 
o Serious injury or death of a child or school staff as a result of an act of 
violence, illness, suicide or a serious accident. 
o Severe weather conditions such as floods, heavy snow, storms and high winds. 
o Fire 
o Structural damage to the building. 
o Medical epidemic e.g. flu, meningitis or other infectious diseases. 
o The release of hazardous substances on or near the school premises. 
o Abduction/Missing pupil. 
o Violent intrusion possibly involving firearms or explosives. 
 
These events could occur in school, during an educational visit or during an after school activity. 
 
We must also remember that these events could occur away from our school but still have serious implications for our school 
community: 
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o Any event listed above that has been witnessed by our pupils or staff. 
o A serious incident or death involving family and friends of our pupils and staff. 
o Serious incidents at nearby schools or in the local community. 
 
In these situations we need to remember that although the full recovery plan will not need to be implemented, some 
involvement from support agencies and pastoral care will be necessary to help pupils and staff deal with the long and short-term 
effects of such incidents. 
 
Critical Incident Response Team (CIR) 
 
A School Emergency Response Team (SERT) is essential to manage the aftermath of any disaster or crisis. At Lime Tree Primary 
Academy, it is made up of; 
 
O Principal – Mrs Clare Larkin 
o Vice Principal – Mrs Lauren Slack 
o Assistant Vice Principal – Mrs Jemma Kenny 
o Pastoral Care Manager -  Deborah Rea 
o SEND Manager – Sarah Windram 
o Office Manager – Rae Welch 
o HR Assistant – Emma Sarwar 
o Site Manager – Mr Stephen Morgan 
o ICT Provider – Phil Sigley IT Director,  Bright-Futures 
o Chair of Governors – Mr Iain Wilson 
 
 
Other personnel from Bright-Futures Educational Trust will be consulted as deemed necessary by CIR Team and may include  
 
Mr John Stephens–  Chief Executive Officer 
Mrs Lisa Fathers – Deputy Chief Executive Officer 
 
Telephone numbers for above personnel are contained in LTPA’s Crisis Kit – Stored on the school shared Google Drive – 
Calling Tree 
 
There are two basic types of disaster to consider: 
o Disaster to property. 
o Disaster to people. 
 
The following responsibilities may need to be allocated to CIR team members depending on the nature of the event: 
 
o Inform the emergency services. 
o Evacuate the building. 
o Immobilise utilities. 
o Inform all members of the School CIR Team. 
o Ensure access is free for emergency services. 
o Take a roll call. 
o Liaise with the emergency services. 
o Contact insurance section 
o Ensure security / remote access of IT data 
o Contact staff and parents. Before contacting parents, it should be 
agreed as to exactly what is to be said. A log of parents who have 
been contacted should be kept. 
o Decide on next steps, e.g. close the school. 
o Liaise with the media including making use of a prepared statement 
for the press. Ensure that staff and pupils are protected from media 
attention and take advice from the LA. 
o Contact services and suppliers. 
o Meet with support services. 
o Meet with specific parents where necessary. 
o Keep staff and pupils informed of developments. 
o Identify any pupils or staff needing specific support. 
o Visit site of disaster if off site. 
o Ensure the continuing function of the school as normal as possible. 
o Arrange memorial services where appropriate. 
o Distribute incident log sheets and parent contact sheets. 
o Record details of the event on an incident log sheet. 



 
When the make-up of the CIR Team has been finalised, checklists will be prepared for each team member to give clear guidance 
in the event of an incident. 
 
Contents of the Crisis Kit: 
 
The following information will make up the Crisis Kit and should be held in school and able to be accessed at an off-site location. 
The information must be kept up to date and senior staff should know how to access it: 
 
o A copy of the school’s Disaster Recovery Plan and details of 
responsibilities and contact details for CIR Team members – Appendix 1 
o A copy of Bright-Futures Educational Trust – Critical Incident Communication Pathway – Appendix 2 
o A list of pupils names, addresses, contact numbers and known medical conditions. 
o A list of staff names, addresses, contact details and mobile numbers. 
o A list of the local governing body’s addresses, contact details and mobile 
numbers. 
o A list of numbers for support services. 
o A list of local emergency services contact numbers. 
o A list of LA contact numbers for emergency use. 
o A list of Trust Communication Team numbers for dealing with the press and media. 
o A detailed site plan of the school buildings and grounds. 
o Site plans indicating evacuation routes, fire exits, fire alarm activation 
points, isolation points, assembly points, fire extinguisher points, and 
storage areas for flammable and hazardous products. 
o Information on how to cut off the gas, electricity and water supplies and 
contact details for the service providers. 
o Keys to all main doors. 
o Details of alarm/security codes. 
o Identification of and contact details for an agreed place of safety. 
o Location of the nearest helicopter landing site. 
o Details of who is responsible for dealing with the media, updating the 
plan, keeping the inventory up to date and off site and creating and 
storing computer back off site. 
o A programme of testing the plan and details of monitoring and 
evaluating such tests. 
o Actions to be taken by person receiving a call about an off site 
emergency affecting the school. 
o Incident log sheets. 
o Parent contact sheets. 
o Pens and paper. 
o Information for each SERT member containing checklists for their 
actions/responsibilities and all necessary contact numbers. 
All contact details should apply 24 hours a day and not just during office hours. 
 
 
EMERGENCY CONTACT NUMBERS 
FIRE 
Emergency Services 
999 
 
INSURANCE AND LOSS CONTROL 
Buildings/Contents/ 
Employers Liability/ 
Pupil Insurance 
DfE RPA scheme 
academies.RPA@education.gov.uk 
 
 
 
INTRUDER ALARM SERVICES  
MMP Fire and Security 
08442592510  -  07833445937. 
 
 
 
 



 
 
FIRE ALARM SERVICES  
MMP Fire and Security 
08442592510  -  07833445937. 
 
GAS Leak 
British Gas 
0800 111 999  
 
 
ELECTRICAL / MECHANICAL/PLUMBING /SURVEYOR  
Lorne Stewart  
01942687768 
 
LEGIONELLA 
Lorne Stewart  
01942687768 
 
ASBESTOS 
Brendan Hargaden - Amey Environmental Services 
0161 694 8975 or  07841 492969 
 
ELECTRICAL FAULTS 
N Power 
Call to 105 will put you through to local network 
 
ICT (Computers/Server) 
Phil Sigley – Bright-Futures IT Director 
Mobile – 07495 348 717 
 
 
 
 

 
Monitoring the implementation and Effectiveness of the Plan  
 
The practical application of this plan will be reviewed every 24 months or when the need arises by the Principal and 
the Chair of Governors 
 

 
Principal:  Clare Larkin    Date:   31st January 2025 

 Chair of Body:  Iain Wilson    Date:   31st January 2025 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Appendix 1 

 

 

 

 

 

 

 

LTPA – Critical incident response procedure checklist 

This critical incident response (CIR) procedure checklist outlines the essential tasks that should be completed by the 
CIR team in the event of a critical incident (CI). It should be used to guide the roles and responsibilities of individuals’ 
in the CIR team. School staff should utilise this procedure alongside Bright-Futures Educational Trust’s Crisis/ Critical 
Incident Management Policy and any arrangements within your local authority. 

Guiding principles 
 The school community best-placed to deal with the majority of critical incidents. 
 Effective responses to critical incidents are collaborative and not the sole responsibility of a school’s principals. 
 We acknowledge and respect the range of human responses to trauma and/ or bereavement. 
 Research and good practice are used to inform the critical incident response to support individuals and reduce the 

risk of psychological harm. 
 The CIR procedure is designed to support staff, parents/ carers and pupils. 
 The CIR procedure has an overarching focus on Psychological First Aid and actively avoids Psychological Debriefing: 

 Psychological First Aid is used in the immediate aftermath of a critical incident to reduce initial stress and 
support short- and long-term functioning/ coping and does not assume that all those who experience a 
critical incident will develop mental health difficulties as a result. Psychological First Aid seeks to: establish 
human connection; ensure physical safety and emotional comfort; gather information about the critical 
incident; support those whose mental health has been affected as a result of the critical incident; provide 
information about supportive services. 

 Psychological Debriefing involves grouping together similar individuals (e.g., staff; parents/ carers; pupils) 
who have experienced a critical incident and encouraging them to express their individual reactions to the 
critical incident, discussing likely reactions to the critical incident and identifying individuals who may 
require further intervention. 

 
Role of the EP - 
Dr George Thomas 
Dr Adam Rumble 
EP role when attending school may include: supporting CIR team in coordinating/ managing plan; provide support to 
staff, parents/ carers and/ or pupils in designated safe spaces/ times; liaise and/ or share information with LA 
services. 

CIR team 
The CIR team at LTPA consists of: 

 Clare Larkin (Principal) 
 Lauren Slack (Vice Principal) 
 Jemma Kenny (Assistant Vice Principal) 
 Debbie Rea (Pastoral Care Manager) 
 Emma Sarwar (HR Assistant) 



 Rae Welch (Office Manager) 
 Sarah Windram (SEND Manager) 

 

 

 

BEFORE Who? When 
by? 

Completed? 

Develop a ‘communication strategy’ in the event of a CI (both within/ outside of 
school hours/ term dates), including the following actions: 

 To share/ discuss known facts within the CIR team; 
 To contact CEO (John Stephens) and Director of HR (Lynette Beckett) to 

share/ discuss known facts; 
 To liaise with other services as appropriate (e.g., the police; Social 

Services; LA HR services; etc.); 
 To manage media/ social media in liaison with Georgina Lilley (BFET 

Marketing and Communications Manager). 

CL 
RW 

  

Cross-reference the CIR procedure with the BFET Crisis/ Critical Incident 
Management policy 

CL 
RW 

  

Disseminate the CIR procedure to all school staff CL 
RW 

  

Prepare/ collate information leaflets/ resources in case of a CI DR 
SW 

  

Print off and file/ store (e.g., electronically) THIS checklist and associated 
resources 

CL 
LS 
RW 

  

Collate packs for designated safe spaces for pupils, staff and parents/ carers  DR 
ES 
SW 

  

Agree which spaces in school could be used as designated safe spaces CL 
LS 

  

 

ON THE DAY Who? When 
by? 

Completed? 

Gather and establish known facts CL 
RW 

  

Implement the BFET Crisis/ Critical Incident Management policy if necessary CL 
RW 

  

Implement the communication strategy CL 
RW 

  

Refer to the criteria below to decide whether the event constitutes a critical 
incident: 

1. Sudden and unexpected; 
2. Serious, significant and outside the range of normal human experience; 
3. Markedly distressing; 
4. Has the potential to challenge or even overwhelm the coping 

mechanisms of the whole school or members of the school community. 

If yes to all of the above, contact Sue Warner  
(swarner@mhs.bright-futures.co.uk, 0161 223 9915 or 07795245425) or Jill 
Cinan (jcinan@mhs.bright-futures.co.uk, 0161 223 9915 or 07884170820), who 
will clarify key facts and then contact your link EP.  

Whole 
team 

  

Agree CIR plan for the day with reference to the points below Whole 
team 

  

If the CI involved suicide, refer to postvention response plan. Whole 
team 

  

EP to contact school (within 1 hour of contacting Sue Warner) and determine 
level of involvement: 

AR 
GT 

  

mailto:swarner@mhs.bright-futures.co.uk
mailto:jcinan@mhs.bright-futures.co.uk


1. Agreed no further action; 
2. Support via various mediums; 
3. Attend school by invitation in pairs; 
4. BFET-mandated intervention in event of CIR team incapacity. 

Identify vulnerable staff, parents/ carers and pupils. This includes staff, parents/ 
carers and pupils deemed to be generally vulnerable (e.g., SEND; SEMH), those 
with prior/ recent experience of similar trauma and/ or those who witnessed 
the critical incident 

LS 
DR 
ES 
SW 

  

CIR team to communicate CIR plan to: 
 all staff (including those who are absent); 
 parents/ carers; 
 key pupils (if appropriate). 

Where possible, any communication to take place within an aspect of the 
normal school routine (e.g., staff briefing; parent/ carer letter/ text; form/ class 
time). 
Vulnerable staff, parents/ carers and pupils may benefit from facts being 
communicated on a 1:1 basis rather than in a group. 

Whole 
team 

  

Other school staff to implement their aspect of the CIR plan with parents/ carers 
and pupils, accounting for vulnerability and normal school routine as outlined 
above (e.g., disseminating information to pupils in form/ class groups) 
Whilst staff outside the CIR team may be called upon to reinforce key messages, 
all should be given the opportunity to voluntarily withdraw from this 
responsibility. 

Whole 
team 

  

All communication to staff, parents/ carers and pupils to be informed by 
conversation starters/ scripts and information leaflets 

Whole 
team 

  

Make available designated safe spaces for staff, parents/ carers and pupils. This 
should be a calm environment, staffed by EP and/ or staff trained in mental 
health first aid, where people can individually reflect and self-regulate (e.g., 
mindful colouring; toys/ games; tea and biscuits; tissues). It should include a 
sign-in sheet and avoid psychological trauma debriefing techniques (Aucott & 
Soni, 2016). 

Whole 
team 

  

Teaching should continue as normal but with some flexibility (i.e. normal 
lessons for most, quiet/ reflective activities for some). 

CL 
LS 

  

Manage media and social media. CL 
RW 

  

If necessary, secure staff/ pupil possessions. CL 
LS 
DR 

  

If necessary, facilitate police interviews. CL 
DR 
RW 

  

CIR team to hold end of day review/ check-in with all staff. Whole 
team 

  

End of day CIR team meeting. Whole 
team 

  

 

SHORT-TERM FOLLOW-UP Who? When 
by? 

Completed? 

Agree CIR plan for each day. Whole 
Team  

  

Continue CIR team communication. Whole 
Team 

  

Continue CIR plan implementation. Whole 
Team 

  

Re-establish, as quickly as possible, normal school routine. CL 
Whole 
Team 

  



Continue, where appropriate, previous activities around: 
 Managing media and social media; 
 Liaison with police/ HR; 
 Designated safe space. 

Trust Exec 
team 
ES 

  

Track, using the monitoring matrix, the wellbeing of: 
 staff, parents/ carers and pupils identified as vulnerable; 
 those who are more distressed/ overwhelmed than others; 
 those who are coping less well than others. 

EP 
  

Provide staff, parents/ carers and pupils with information about how they 
can access external support services within the community using 
information leaflets. 

RW 
SW 
DR 

  

If the critical incident involves death: 
 Support any cultural/ religious practices around death (e.g., funerals; 

community events); 
 Engage in secular rituals to acknowledge the death within school (e.g., 

remembrance book; memory box; plaque/ memorial); 
 The use of social media is not advised. 

EP 
CL 
 

 

  

CIR team to hold end of day review/ check-in with all staff. CL 
  

End of day CIR team meeting. Whole 
Team 

  

 

LONG-TERM FOLLOW-UP Who? When 
by? 

Completed? 

CIR team to plan and communicate end of CIR response. CL 
  

Maintain normal school routine. 
   

Continue, where appropriate, previous activities around: 
 Managing media and social media; 
 Liaison with police/ HR. 

Trust 
Comms 

  

Review use and availability of designated safe spaces. EP 
DR 
LS 
SW 

  

Tailored reintegration for pupils/ staff who have had time off. 
   

For staff, parents/ carers and pupils who continue to cause concern (e.g., 
within the monitoring matrix), consider referral to internal support services 
(e.g., school counselling services) or external support services (see 
information leaflets). 

EP 
DR 
LS 

  

Where appropriate, EPs may work directly with staff and/ or pupils who have 
been referred 

EP 
  

Plan remembrance for significant occasions (e.g. birthdays, anniversaries, 
celebration events). 

CL 
  

Reflect on critical incident plan and response using CIR review proforma, 
potentially with invitation for involved parties (e.g., staff; parents/ carers; 
pupils; EP). 

CL 
Trust 
Exec 

  

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 



 


