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Major Incident Procedure

1. Purpose
This procedure provides a coordinated response to an incident that presents serious risk to safety, safeguarding, operations, reputation or the continuation of education.
2. Examples
• Serious injury or fatality
• Major safeguarding incident
• Fire, flood, structural damage or utility failure
• Cyberattack or significant data breach
• Bomb threat, terrorism-related or serious security incident
• Major community or environmental incident affecting the school
3. Incident Management Team
• Incident Managers: Mario Di Clemente (Headteacher) and Karen Turner (Proprietor).
• Office/SLT support: Sarah Baker, Josie Furness and Tertia Turner.
• Proprietor Representative: Irvine Turner provides oversight and may support strategic decisions and external communication.
4. Immediate Priorities
1. Protect life and prevent further harm.
2. Call emergency services where necessary.
3. Account for pupils, staff and visitors as far as possible.
4. Decide whether to evacuate, lock down, shelter in place or close the school.
5. Establish clear internal and external communication.
6. Preserve relevant records and evidence.
5. Communication
Staff are updated through internal phone, mobile, email or Teams as appropriate. Parents/carers are contacted through the school’s current text/email communication system, including SchoolComms where in use. A designated senior leader manages external/media communication. Information is accurate, proportionate and does not compromise safeguarding or emergency-service activity.
6. Closure and External Notification
An Incident Manager may authorise closure or altered arrangements. Relevant notifications are made to the local authority, Department for Education, insurer, DPO, LADO, police or other agencies where required by the nature of the incident.
7. Recovery and Review
After the incident, the school completes a debrief, records actions and decisions, supports affected pupils/staff, identifies lessons learned and updates risk assessments, training and procedures. Serious incidents are reported to the Proprietor/Proprietor Representative as appropriate.
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