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CATS Cambridge Critical Incident Policy

1. Introduction & Policy Statement

A critical incident is any sudden, unexpected event that seriously disrupts the normal functioning of the
school or causes trauma to members of the CATS Cambridge community (students, staff, parents, visitors,
contractors), whether on or off site. Such incidents may include but are not limited to:

e Sudden death or serious injury of a student or staff member
e Major accident or significant medical emergency

e Natural disasters (fire, flood, hurricane)

e Acts of violence, threat, terrorism or intruder

e Major transport incidents on school activities

e Severe cyber-attack affecting core systems

e Any event that overwhelms normal coping mechanisms of the school

This policy sets out CATS Cambridge’s approach to preparing for, responding to, and recovering from a
criticalincidentin a manner that safeguards wellbeing, maintains operational continuity and complies with
statutory expectations. (Cambridge CC Schools Infolink)

2. Scope

This critical incident policy covers:

o All staff, students, volunteers, contractors and visitors

e All events on CATS Cambridge premises

o Off-site educational activities, trips, and visits

e Remote or blended learning contexts where incidents affect continuity

o Boarders and residential arrangements in boarding houses (CATS Cambridge)

This policy should be read alongside related school policies:

o Safeguarding & Child Protection Policy

o Health & Safety Policy (including risk assessments)
¢ Examinations Contingency Plan

e Student Behaviour Policy

e Communications & Data Protection Policies

(AWl policies available upon request or on the school’s policies webpage) (CATS Cambridge)

3. Policy Aims

The aims of this policy are to:



W DNPR

o

Minimise the adverse effects of a critical incident on the school community

Ensure a structured and timely response to incidents

Support the emotional, psychological and physical wellbeing of those affected

Maintain communication with stakeholders including parents, staff, emergency services and
authorities

Promote organisational learning and review of responses post-incident

Ensure legal and regulatory compliance including safeguarding and health & safety duties (The Key

Leaders)

4. Roles & Responsibilities

4.1 Governing Body

Approves and reviews this policy
Ensures resources and leadership support implementation
Monitors compliance with statutory responsibilities

4.2 Head Teacher / Principal (Incident Lead)

Primary responsibility for the overall incident response
Declares a critical incident and activates the Critical Incident Management Team (CIMT)
Liaises with emergency services and the proprietor's governance body

Communicates with parents/carers, media and external agencies as appropriate

4.3 Critical Incident Management Team (CIMT)

Typically comprises but not only exclusive to:

Head Teacher/Principal (Incident Lead)
Senior Deputy Heads

Deputy Head(s)

Head of Boarding

DSL (Designated Safeguarding Lead)
Health & Safety Lead

Student Communications Lead
Student Pastoral and Welfare Lead

Responsibilities include:

Implementing the incident response plan
Assigning roles to support evacuation, lockdown, triage, counselling, communications
Maintaining an incident log (times, decisions, actions)

Ensuring staff and students are informed in a timely manner



4.4 All Staff

e Participate in training and tabletop exercises
e Know evacuation, lockdown and shelter plans
e Attend to immediate safety and relay information as directed

e Support students’ emotional needs

4.5 Students

e Follow staff instructions during an incident

e Report concerns or unusual information promptly

5. Preparation & Risk Assessment

CATS Cambridge undertakes hazard identification and assessment for likely risks, including:

e Campus security

e Boarding residence scenarios

e Off-site trips and travel risks

e Cyberresilience & data security/filtering

e Health emergencies (pandemic planning)

These assessments feed into:

e Fire evacuation plans

e |ockdown policies

e Protective security measures

e Communications protocols

e Continuity planning for examinations and learning disruption (GOV.UK)

Staff training, communication trees, emergency kits and key contact lists are maintained and tested termly.

6. Incident Response

6.1 Immediate Actions

Ensure safety — secure persons, evacuate or lockdown as required
Call emergency services — dial 999 (UK emergency)
Activate CIMT - Incident Lead calls team to a pre-identified coordination area

Incident logging — record times, communications, actions taken
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Safeguarding response — implement student welfare and pastoral care procedures



6. Communicate internally — notify management, staff and those directly affected

7. Communications

Internal

e Brief staff through designated channels

o Update students where appropriate (support ratio, level of detail based on age, risk)

External

e Parents & Carers: Clear factual updates via text/email/portal
e Media: All media enquiries to the Communications Lead or Principal
e Authorities: Report to local education authority and regulatory bodies as required

All communication should be timely, accurate, and protect the privacy and dignity of all involved.

8. Post-Incident Support & Recovery

CATS Cambridge will:

e Provide counselling and pastoral support

e Hold debrief meetings with staff and CIMT

e Review incident timeline and lessons learned
e Update risk assessments and plans

e Support return to academic and routine activity

Anniversary effects and memorial activities should be sensitively handled with input from affected families.
9. Training & Testing
The school will:

e Conduct annual reviews of this policy

e Hold regular drills (evacuation, lockdown)

e Provide specialised incident management training for CIMT
e Include incident response guidance in staff induction

10. Record Keeping & Review

All incidents are logged, with:



e Incident reports archived securely
e Review of response effectiveness
e Policy updated annually or after a significant incident

11. Definitions

Critical incident: A sudden event that causes injury, trauma, disruption, or serious safety risk requiring

immediate, coordinated action beyond routine processes.

12. Related Policies

Cross-reference policies include:

e Health & Safety

e Safeguarding & Child Protection
e Examinations Contingency

e Behaviour & Discipline

e Data Protection

e Lockdown Policy

All available via the CATS Cambridge Policies page or on request. (CATS Cambridge)

If you would like, | can also provide a corresponding Critical Incident Management Plan (step-by-step

operational guidance) tailored to this policy.

CATS Cambridge - Critical Incident Management Plan (CIMP)

Operational Procedures & Response Framework

1. PURPOSE

This Critical Incident Management Plan (CIMP) sets out the operational procedures for responding to any
critical incident that threatens the safety, wellbeing, or continuity of CATS Cambridge.

The plan describes exact roles, actions, timings and communication flows required during an emergency.

It applies to:
o All staff
e Students

e Boarding houses



e Visitors

e Contractors

e (Off-site and trip locations

2. CRITICAL INCIDENT RESPONSE STRUCTURE

2.1 Critical Incident Management Team (CIMT)

Activated by the Principal or most senior on-site leader.

Role Lead Person Responsibilities
Incident Lead Principal or Senior Declares incident, directs operations, liaises
(Chair) Leader on duty with emergency services

Deputy Incident
Lead

Deputy Head

Coordinates staff mobilisation, oversees
student safety

Safeguarding
Lead

DSL /DDSL

Manages welfare of students, maintains
safeguarding protocols

Operations & Site
Lead

Facilities Manager

Site security, utilities control,
evacuation/lockdown

Communications | Marketing/Comms Manages internal & external communication,
Lead Manager media
Parent Liaison Student Services / - ) )
] Families, carers, guardian agencies
Lead Boarding
Welfare & Student Experience / . . .
. Pastoral triage, ongoing emotional support

Counselling Lead | Counsellors

Assigned

Log Keeper

administrator

Records all decisions, times, communications

Back-ups should be pre-identified for each role.

3. CRITICAL INCIDENT ALERTING PROCESS (How the plan begins)

3.1 Immediate Trigger

Any staff member who becomes aware of an emergency must:

1. Ensure their own safety first.

2. Contact Reception/SLT immediately and report:

a. Location

b. Nature of incident

c. Number of people involved

d. Immediate risks




3. Reception or SLT escalates to Principal / Senior Leader.

4. ACTIVATION OF THE CIMP

The Principal/Senior Leader will declare:
Level 1 - Incident

Minor but requires coordination

— Managed by SLT on duty; CIMT may not fully activate.
Level 2 - Emergency

Significant disruption requiring structured response

— CIMT activated; emergency services likely involved.
Level 3 - Critical Incident

Severe threat to life, major trauma, large-scale disruption
— Full CIMT operation; entire plan activated.

Level 4 — Major Incident

Declared by police or authorities

— School supports and cooperates under command of external agencies.

5. FIRST 10 MINUTES CHECKLIST (MOST CRITICAL SECTION)

Incident Lead

e Evaluate safety

o Call emergency services (999)

o Activate CIMT

e Assign initial roles

e Order evacuation/lockdown if needed

Operations/Site Lead

e Secure site

e Direct staff to muster points or safe rooms



e Shut down utilities if required

e Support emergency services arrival
Safeguarding Lead

e Identify affected students
e Deploy staff to support distressed students

e Ensure supervision ratios

Communications Lead

o Issue “INITIAL INCIDENT MESSAGE" to all staff
e Prevent staff speaking to press

e Prepare holding statements

Log Keeper

e Begin log: record time of incident, calls made, actions taken

6. RESPONSE PHASE (DURING THE INCIDENT)

6.1 Evacuation Procedure

Used for: fire, gas leak, explosion risk, structural concerns.

Sound fire alarm if not already triggered

Staff escort students to predetermined assembly points
Boarding staff follow boarding evacuation protocols
Operations Lead checks areas if safe

Roll call via registers and boarding lists

Missing persons reported immediately to Incident Lead
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Await emergency services clearance

6.2 Lockdown Procedure

Used for: intruder, violent threat, nearby police incident, weapon sighting.
Signal: A distinct non-fire alarm sound / PA message.
Actions:

1. Lock all doors immediately

2. Move students away from windows



Turn off lights, close blinds

Stay silent

Register students in the room

Do NOT open doors until authorised
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Communications Lead updates via controlled internal channels

6.3 Shelter-in-Place / Invacuation

Used for: hazardous materials outside, smoke, pollution event, crowd disturbances.
Steps:

e Move everyone indoors

e Seal windows/doors

e Switch off ventilation

e Communicate with emergency services
e Continue teaching if safe

6.4 Medical Emergencies

e Deploy first aiders

e Call999

e DSL notified (if student)

e Parent Liaison Lead prepares parent contact
e Maintain dignity and privacy of the casualty

6.5 Death or Serious Injury

Handled with strict confidentiality.
Actions:

e Police/medical confirmation

o Clear area

e Students removed from vicinity

e CIMT notified

e DSL leads welfare response

e Principal contacts parents face-to-face/phone

e No announcements until police authorise



7. COMMUNICATION PROTOCOLS

7.1 Internal Staff Updates

e Only Communications Lead issues official messages
e Staff instructed not to share unverified information
e Use secure channels: email, SMS portal, Teams, PA system

7.2 Parents & Guardians

Parent Liaison Lead sends:

Message 1 - Initial Notification

e Brief facts
e Action taken

e Request not to come to school unless instructed
Message 2 - Follow-up

e Safety reassurance
e Next steps
e Collection arrangements (if needed)

7.3 Students

Communication must be:

e Age appropriate
e Delivered in small supervised groups
e Calm and factual

7.4 Media Management

¢ No staff comment except Communications Lead

e Holding statement prepared

e School website/social media updated to avoid rumours
8. DOCUMENTATION

8.1 The Incident Log Must Include:

e [Exacttimes



e Who reported what

e Who was informed

e Decisions made

e Actions taken

e Names of casualties/witnesses

e External agency involvement

This becomes the legal record.

9. BUSINESS CONTINUITY STEPS

Depending on the incident:
Teaching Continuity

e Temporary room allocation
e Online learning deployment

e Exam contingency activation
Boarding Continuity

e Temporary accommodation plan
e Communication with families and guardians

e Increased supervision if needed
IT Continuity

e Activate cyber breach response
e Restore essential systems
e Disable compromised accounts

10. WELFARE & POST-INCIDENT SUPPORT

Immediate Support

e Pastoral triage for students
e Safe room established for distressed individuals
e Boarding staff briefed

Medium-Term Support

o Counselling sessions
e Group debriefs



e Curriculum adjustments if necessary

Long-Term Recovery

e Monitor students and staff for trauma
e Manage anniversaries sensitively

e Engage external agencies if required

11. DEBRIEFING & REVIEW

24-48 Hours After Incident

e CIMT debrief

o Staff debrief

e Parent communication update
e Student briefings by tutors

Within 7 Days

e Full report prepared by Incident Lead

e Recommendations for policy, training, facilities

Within 14-30 Days

e Review and update CIMP
e Share learning with staff

e Provide follow-up welfare support



