NOAHS ARK COMMUNITY PRE-SCHOOL
37. Critical Incident policy 
(September 2025)

 ‘A critical incident is defined as any event which has a stressful impact sufficient enough to overwhelm the usually effective coping skills of either an individual or a group. Critical incidents are typically sudden, powerful events, which are outside the range of ordinary human experiences. Because they are so sudden and unusual, they can have a strong emotional effect even on well-trained, experienced people.’

Potential incidents include:
· Fire on site while pupils are on premises.
· Burglary or theft.
· Vandalism.

· Serious illness
· Bomb Threat/Terrorism.
· Violence and assault in school.
· Abduction or threat of abduction to a child.
· Death of a pupil, member of staff, parent.
· Other incidence – disaster in the community, school trips
FIRE
Procedures for fire/emergency evacuation are documented in the fire procedures and are displayed throughout the pre-school.
BURGLARY OR THEFT
 In the event of burglary or theft, the police must be informed. 

The following are possible scenarios: 

Pre-school equipment stolen.  Staff should provide as much detail as possible.  Name and type of equipment – was it security marked? Serial numbers, replacement costs must be calculated for insurance purposes.
Staff/parents/carers personal belongings – all staff should keep their valuables in the office for security. No one other than staff should be allowed in the office unsupervised.
 

All visitors should sign in and out of the visitor’s book.
At the end of the day staff must ensure that the office, windows, garden doors and main doors are shut and locked. The petty cash should be in a locked filing cabinet.

SERIOUS ILLNESS

In the event of a child contracting a serious communicable illness such as meningitis, the pre-school should inform The North East and North Central Health Protection team on 0203 837 7084 and inform Karen Bernard, Public Health Programme Manager for Waltham Forest NHS 0208 496 4625.
Parents should be informed by letter as soon as the diagnosis as been confirmed, and they should be reassured and given details of where to get advice and support.

The Pre-school Leader and committee will decide whether the pre-school needs to close for a time. 
 

VANDALISM 

Vandalism could occur inside or outside the building. The Pre-school Leader and church should be informed immediately and they should make a decision about calling the police.

Photographs should be taken of items damaged. Equipment and other items damaged must be recorded for insurance purposes.
The Pre-school Leader should undertake a risk assessment to determine whether the pre-school can open. Children must be safe and isolated from damaged property or areas. 

 BOMB THREAT/TERRORISM

Assess the risk to children and staff.  (The threat must be treated seriously).
Raise the alarm (Fire Alarm).
Evacuate the building if the threat is inside, see Fire Procedure.
Inform the Police.

Suspicious packaging, parcels must be treated in the same way. 
 

VIOLENCE AND ASSAULT 
 

If a member of staff or a child is physically attacked, an offence will have been committed.
The degree of injury will reflect whether it is a common assault or an assault occasioning actual bodily harm. 

Common assault is: - an injury which does not involve cuts or bruises or fractures.
Actual Bodily Harm: - cuts are requiring medical treatment, fractures, and temporary loss of sensory functions. 

Common assault is a criminal offence.  Staff should however take advice from the management committee if they are considering further action. 
 

 In the event of violence or assault, the committee, Ofsted, the LEA and police must be informed. 

Section 5 of the 1986 Public Order Act makes it an offence to use threatening abusive or insulting words or defensive or disorderly behaviour. 

In the event of abusive behaviour, it is advisable for another member of staff to be a witness.  The committee will be informed and a decision will be made about calling the police. Exact timings and the nature of the abuse must be recorded accurately in case it needs to be reported to the police.  If a child or member of staff is injured they should be taken to a hospital (with a child, parents must be contacted.)  The Pre-school Leader and one other member of staff, preferably the child’s key worker, should accompany the child. If the child is in an ambulance, one member of staff should travel by car. Social Services will need to be informed if a child had been physically attacked. Again, if hospital is involve, then Ofsted need to be informed.
There is likely to be considerable distress and anxiety to both children and staff who may or may not have witnessed the incident. They must be given support.

Parents must be reassured and steps must be taken to ensure information is as accurate as possible.
Press and media must be handled sensitively.
 ABDUCTION OR THREAT TO A CHILD 

Staff must always be vigilant about visitors entering the site.  It is quite legitimate to challenge anyone who is loitering on or near the site. Staff must always greet visitors; ensure they are legitimate visitors; ask them to sign in and out; monitor their movement on site.  

When children are collected at the end of a session they are only allowed home with the named adult, or if a parent has told a member of staff that someone else will collect the child. Staff will keep a child with them if no notice is given until satisfactory checks are made.  In cases of real concern the head or deputy will seek advice from the Social Services. We require information from parents/carers where there is a custody dispute together with a court order. 

Information about vulnerable children should be reported to the school and all staff made aware of this. 

If a child is forcibly removed the procedure should be: 

Police informed immediately.
Parent informed.

Related Primary schools if sibling involvement. 

The committee will be informed.
Date, time & circumstances recorded – car number taken – if seen – description of abductor noted.
Other children should be kept as calm as possible.
 
 In the event of a Critical Incident, the committee will contact all staff and convene a staff meeting as soon as possible. 

The staff will decide on the approach to take with children, with the parents, and with any other personnel involved.

CRITICAL INCIDENT PROCEDURES:
A temporary administrative base or safe house will be established if necessary 
A grab bag will be kept consisting of; names, addresses and contact numbers of home and next of kin for all pupils and staff; site plan with exits and entrances and fire points marked; list of Extended Services contacts.  Our priority in event of trauma is to the care and welfare of the children. 

The contacts at Extended Services are:

Elisha Brett (Team Leader, Advice and involvement)) 0208 496 1459 Mob 07773046322
Eve Mcloughlan (Team Leader, Economic well being) 0208 496 3576

If there has been a death, serious injury, over three-day injury, disease, dangerous occurrence or gas incident, the Management Committee must inform RIDDOR, the Reporting of injuries, Diseases and Dangerous Occurrences Regulations 1995, by email, post, on-line, or phone 0845 3009923. Ofsted must also be informed on 03001231231
As events unfold, clarity of information will precede decision-making and will enable staff to respond to the situation at the time. 

A plan of the school giving access points is held in the school office. 

Support services will be contacted to respond to individual needs as required.
The Critical Incident Policy will be updated annually, or when alterations are made to the existing building.
 Guidelines for Critical incident procedures in schools can be found at

http://www.education.ie/servlet/blobservlet/neps_critical_incidents_guidelines_schools.pdf
This policy is reviewed annually September 2025
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Position:  Manager             

