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Definition of an emergency 
 
An emergency is an event – or series of events. It is usually sudden and unexpected, and 
can cause significant personal distress, to a level that potentially overwhelms normal 
responses and procedures, and is likely to have emotional and organisational 
consequences. 

Aim of this Policy 

 
To enable all staff to be effective in response to events of the type listed below. 
 

Examples of an emergency in school would include: 
- a deliberate act of violence, such as the use of a knife or firearm; 
- a school fire or explosion; 
- a pupil or teacher being seriously injured or taken hostage; 
- the destruction or serious vandalising of part of the school. 

 

Examples of an emergency outside school would include: 
- the death of a pupil or member of staff through natural causes or an accident; 
- a transport-related accident involving pupils and/or members of staff; 
- a more widespread disaster in the community; 
- a death or injuries on a school journey or excursion; 
- civil disturbance and/or terrorism. 

 
NOTE: In the absence of the Headteacher, the Deputy Headteacher will assume full 
responsibility for the whole of this Policy.  
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Activation of the Local Authority (LA, London Borough of Haringey) Support Team 

 
In the event of a school-related emergency, the following procedures shall be followed. 
 

 
2. The Headteacher will assess the situation. 

 
3. In the case of an emergency during office hours, the Headteacher will then contact: 

- the emergency services (i.e. police, fire brigade, ambulance service as 
appropriate); 

 
4. In the case of an emergency out of-office hours, the Headteacher will then contact: 

Central Control will contact a designated Senior Officer from the LA Emergency 
Support Team 

- 020 8348 3148; 
The Senior Officer who has been activated will: 

- contact the Headteacher; 
- activate ‘First Response Officers’ (e.g. communications experts, public 

relations and LA Team Coordinator) using the Emergency Contact List 
(Appendix 3), with a view to them attending the school. 

 The Headteacher will then contact: 
- the Chair of Governors 

- the Local Authority (LA) for assistance: 
o Fabrice Terrochaire (020 8489 4504 – landline); 
o Dianne Grant  (07973 244 030 – mobile); 
o Andrew Meek (020 8489 1127 - landline); 

- the Local Authority (LA) to request LA assistance as appropriate: 
o Fabrice Terrochaire (07967 336 162 – mobile); 
o Dianne Grant  (07973 244 030 – mobile); 
o Andrew Meek (07980 316 641 – mobile). 

- MHPS: 020 8444 8488 

1. The Headteacher will be informed as soon as practicable after the incident occurs: 
- Headteacher (James Wiltshire)

- the Chair of Governors 
o Simon Wantman   

o Simon Wantman  
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5. Thereafter: 
- the LA Team Coordinator will: 

o put Support Team Officers on standby; 
o attend the site; 
o mobilise Support Team Officers as required; 

- the Senior Officer will: 
o attend the site to 

  i     assist/advise the Headteacher; 
  ii    determine full needs; 
  iii   take action accordingly; 
- the Headteacher will: 

o nominate an On-Site Coordinator; 
o identify on-site facilities; 
o ensure that all the stages of this Emergency Management Plan 

have been carried out or are being carried out. 
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Emergency Action Procedure 

1. Action by the Headteacher 

 

Stage 1 – Initial Actions 
 

- Assess the situation, and make every attempt to clarify exactly what has 
happened. 

- Open and keep up-to-date a personal log of all factual information received, of all 
actions taken, and of the time of those events. 

- Follow the detailed procedure set out in paragraphs 2, 3 and 4 above. 
- If an emergency occurs during term time, avoid closing the school unless there is 

overwhelming pressure, and endeavour to maintain normal routines and 
timetables. 

- If an emergency occurs outside term time or outside school hours, arrange for: 
o the Site Manager to open certain parts of the school, as appropriate, and 

to be available (and responsive) to requests; 
o immediate school administration support. 

- Set up a School Emergency Management Team (see Appendix 2). 
- If the incident attracts media attention, you are likely to be inundated with 

requests for interviews and statements. Try to postpone media comment until the 
LA’s PR officer (who will be part of the ‘Local Authority Support Team’) arrives. 
Additional advice may be found in ‘Dealing with the Media’(Appendix 1). 

- If the names of those who may have been involved in the incident are known, it is 
particularly important that you do not release, or confirm, them to anyone, until 
those identities have been formally agreed and parents have been informed.  

 

Stage 2 – Follow-up 
 
When the initial actions set out above have been initiated or carried out, the Headteacher 
will, while working closely with the staff member acting as On-Site Co-ordinator, oversee the 
following: 

- the provision of on-site facilities for the Local Authority Support Team; 
- the appropriate identification of staff by using badges; 
- the inspection of Local Authority Support Team members’ identification; 
- arrangements to enable accurate information to flow into and out of the school; 
- arrangements covering telephone calls, ensuring that: 

o sufficient help is available to answer the many calls that could be received 
(the Local Authority Support Team will be able to assist with a ‘Help 
Line’); 

o staff  maintain records of all calls received; 
o brief, but up-to-date, prepared statements are available to staff answering 

phones; 
o media calls are directed to the LA’s PR officer; 
o an independent telephone is made available for outgoing calls only (a 

mobile phone can be useful) but remembering that such messages can 
be readily intercepted; 

- arrangements for all staff (not just teaching staff) to be called in and, if necessary, 
to be briefed at an early stage; 

- an awareness of how colleagues are coping; 
- arrangements to ensure that all pupils are told, in simple terms and at an early 

stage (ideally in small groups and initially by class teachers, wherever possible); 
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- arrangements to ensure that staff, governors and pupils are discouraged from 
speaking to the media; 

- arrangements to ensure that the Emergency Contact numbers (Appendix 3) are 
up to date and that each Team member has a copy of the list . 

 

Parents/carers 
- If pupils are involved, remember that the contacting of parents/carers will be an 

important, early task. Bear in mind that if it is a major incident, they may well have 
already heard about it. It may also be appropriate to ask them to come to the 
school for a briefing and support. This will need to be done with the utmost care. 

- Maintain regular contact with parents. 
- If the incident has taken place away from the school, seek advice from the police 

as to whether parents should travel to the scene and/or whether children should 
be taken home. 

 

Staff 
- Remember to have regular breaks and advise others to do the same. 
- Maintain regular contact with all staff (teachers and office staff), and make a point 

of seeing that all staff members involved in dealing with the emergency know one 
another’s roles and responsibilities. 

- Always try to think of something positive to say to colleagues and respond 
positively to ideas and suggestions. 

- Be available to see staff when required. 
- Remember that some members of staff may be so affected that they will not be 

able to help in supporting children. 
- Recognise also that, if the burden of dealing with the situation falls on a small 

number of staff, they too could need professional support. 
 

Local Authority Support Team 
- Maintain liaison with the Local Authority Support Team’s Senior Officer for the 

duration of the incident. 

Stage 3 – Period following closure of the incident 

- Where appropriate, seek advice from the Local Authority Support Team and local 
faith representatives on special assemblies/funeral/memorial services. 

- Prepare a joint report with the Local Authority Support Team’s Senior Officer for 
the Director of Education. 

- Arrange for a member, or members, of staff to make contact with any pupils 
either at home or in hospital. 

- Make sensitive arrangements for the return to school (as appropriate). 

Stage 4 – Longer-term Issues 

The effects of some incidents can last for years. Thought will need to be given to: 
- working with staff to monitor pupils informally; 
- clarifying procedures for referring pupils for individual help; 
- recognising and, if appropriate, marking anniversaries; 
- making any new staff aware of which pupils were affected and how they were 

affected; 
- acknowledging that legal processes, inquiries and even new stories may bring 

back distressing memories and cause temporary upset within the school; 
- remembering that if the incident does attract media attention, it is possible that 

the interest will continue for many weeks. 
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2. Action by Administrative Assistants 

Stage 1 – Initial Actions 

- Obtain full facts of the incident from the Headteacher. 
- Open and keep up-to-date a personal log of information received, of actions 

taken and of the time of those events. 
- If coming into school from home, remember to bring in useful items, such as any 

keys needed. 

Stage 2 – Follow-up 

- Assist the Headteacher under the guidance of the school’s On-site Coordinator. 
- Work with the Local Authority Support Team and the Headteacher and the 

school’s On-Site Coordinator. 
- Remember that the school office is likely to be the first point of contact for 

visitors, so exercise caution when making comments. 
- When taking incoming calls: 

o take special care when answering telephone calls in the early hours (or 
days) of the incident; 

o maintain a record of calls received; 
o only give out information from prepared statements (these will be made 

available at an early stage); 
o remember that some calls could be bogus. 

 

Stage 3 – Period following closure of the Incident 

 
As for Stage 2. 
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Appendix 1 
 
Dealing with the media 
 
The Headteacher and in their place the Deputy Headteacher should be the point of 
contact when dealing with the media. Please contact James Wiltshire or Helen Hattersley.

As a Local Authority School, the Headteacher and Deputy Headteacher are advised to 
use the experise and service provided by Haringey Press Office, available on request 
though the main Haringey switchboard: 0208 489 0000.
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Appendix 2 
 
The School Emergency Management Team 
 
The Emergency Management Team shall be appointed by the Headteacher, and shall 
consist of up to four senior members of staff, together with office staff). 
 

Stage 1 – Initial Actions 

- Obtain full facts of the incident from the Headteacher. 
- Open and keep up-to-date a personal log of information received, of actions 

taken, and of the time of those events. 
- Assist, where appropriate, in assessing the emotional needs of the staff and 

pupils. Coordinate rapid action to inform staff and pupils sensitively and provide 
appropriate support. 

- Assist class teachers in undertaking classroom briefings. 
- Bear multi-cultural and multi-faith factors in mind when dealing with 

parents/carers and others seeking information. 
- Arrange special group sessions for very distressed pupils. 

Stage 2 – Follow-up 

When the initial actions set out above have been initiated or carried out (as appropriate), the 
Headteacher will: 

- oversee the work of the school’s On-Site Coordinator; 
- work with the Local Authority Support Team. 

 

Stage 3 – Period following closure of the Incident 

As for Stage 2. 
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Appendix 3 
 
Emergency Contact List 
 
This is a list of the names and telephone numbers of individuals and organisations likely to 
be useful in the event of an emergency. 
 

Organisation or team Name/Position Telephone Number 

 
Muswell Hill Primary School 
Emergency Support Team 
 

 
James Wiltshire 
Headteacher 

 
 

 
Muswell Hill Primary School 
Emergency Support Team 
 
 
London Borough of Haringey 
Support Team 

 
020 8489 4504 – office  
07967 336 162 – mobile 
 
 
07973 244 030 – mobile 
 
020 8489 1127 – office 
07980 316 641 – mobile 

 
London Borough of Haringey 
Directorate of Children and 
Young People’s Service 
 

 
London Borough of Haringey 
Child Protection Team 
 

 
020 8489 1181 (office hours) 
020 8489 0000 (out-of-office 
hours) 
  

 
London Borough of Haringey  

  
020 8489 2997 (office hours) 
020 8489 2997 (office hours) 

 
Fabrice Terrochaire 
(Principal Health and Safety 
Adviser) 
 
Dianne Grant  
 
Andrew Meek 
 
 

 
Simon Wantman
Chair of Governors 

 
Press Office 
 

 
020 8489 0000 (out-of-office 
hours) 
 

 
 
School Nurse 
 

 
 

 

Marcia O'Connor
 

 
020 8444 8488 – school  
 

 
020 8444 8488 – school  
 

 
020 8444 8488 – school  
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