
 

Emergency and Crisis Plan 
 
Our provisions staff and leadership team are always conscious that an 
emergency, crisis, or disaster, affecting the provisions community, could happen 
at any time, either in school, on a school visit or in the local community. No one 
can predict, when or if, a disaster might occur. This policy and contingency plan 
were formulated to assist staff and leadership to deal with the immediate 
aftermath of a traumatic incident and with the distress and long-term effects on 
the pupils, families, and staff.  
 
If a critical incident occurs during a session at Progressive Sports, emergency 
procedures should be activated by the members of staff present, who should:  

Assess the situation.  
Safeguard the uninjured members of the group.  
If there are injuries, establish immediately the names of the injured people and 

the extent of their injuries.  
Attend to the casualty. 
Inform the emergency services, and everyone who needs to know, about the 

accident. 
Notify the police if necessary.  
Share the problem; advise all other group staff that the accident/emergency 

procedure is in operation.  
Make sure every member of the group is accounted for.  
Ensure that the injured are accompanied to hospital (preferably by an adult 

whom they know).  
Ensure that the rest of the group understands what has happened, is 

adequately supervised, and kept together.  
Inform one of our directors and pass on all the details, including names of 

casualties, their injuries, action taken, and names of others involved. The 
director will initiate this policy if the accident/emergency warrants.  

Notify insurers, especially if medical assistance is required.  
Ascertain telephone numbers for future calls.  
As soon as possible, write down accurately relevant facts and witness details. 

Preserve any vital evidence.  
Keep a written account of subsequent events, times, and contacts after the 

incident.  
Complete accident report forms and submit a copy to the office team 

immediately.  
No one in the group should speak to the media. Media enquiries should be 

referred to the Directors at the head office.  
No one in the group should discuss legal liabilities with other parties.  



 
 
The following incidents will set the contingency plan in motion: 

Death or serious injury of a child/children, or members of staff during a 
Progressive Sports Session.  

Violent assault  
Fire  
Major vandalism - any incident that attracts intense media coverage. 

 
Contingency Plan for Critical Incidents  
Directors or Managers of the provision to activate the contingency plan:  

A Director, should liaise with the emergency services, visit the site of the 
incident, and communicate with parents of the child/children involved and 
the critical incident team at the provision.  

All parents and family members of children involved in the incident should be 
treated with sensitivity. A room will be provided in the provision, where the 
family can wait for news or receive counselling.  

Administration staff will respond to all telephone calls, make contacts, and 
arrange media interviews. A director will be nominated as Press Officer and 
is the only person who should give information to the media.  

The Senior Leadership Team (Directors and Managers) should contact the 
parents of children not affected. The children not affected should be kept 
well away from the scene of the incident and sent home as soon as it is 
safe.  

Parents should be asked to wait off the provisions site if it is not practical for 
them to collect their children in site grounds They will be kept informed of 
the situation.  

The Incident Team should decide how the media relations are to be managed. 
This will depend on the incident and the recommendation from the local 
LEA, which might send an officer to help.  
 

These should include:   
Keeping media off the site. 
Inviting a small group of press into the provision, (away from the incident).  
Any questions asked must be pre-approved beforehand. 
Notes or a recording of the questions should be made - If the answers given 

are taken out of context or the media reports untruths, a complaint should 
go to the Press Complaints Commission or Broadcasting Standards 
Authority.  

 
Please note the following:  



 
Misleading rumours should not be allowed to spread. The Directors should 

make sure accurate and confirmed facts are available to the relevant 
people as soon as possible.  

the Director should give statements and regular briefings to the media and 
staff. 

Work in partnership with journalists  
Do not discuss the incident with the rest of the children or parents. Do not 

gossip! A full report of the incident must be written and collated as soon as 
possible, for submission and future reference. 

 
The company director is to: visit the site of the accident/incident. Work with 
parents, staff, children, and others directly involved. Liaise with the emergency 
services. Liaise with the media if appropriate.  
 
The manager is to: coordinate operations. Contact and liaise with LEA officers, 
governors, parents and other involved parties.  
 
Staff members are to: keep the provision running as normally as possible. Look 
after staff involved. Ensure children are kept away from the scene of the incident, 
media and so forth. Meet parents when children are collected to explain the 
situation.  
 
The office manager is to: contact the media and arrange press conferences where 
required.  
 
Admin assistants are to: answer the phones following conferring with the 
directors, head, or deputy for correct information.  
 
The site supervisor is to: remain on site as a key holder, assist with any building 
matters, assist with parking. 
 
 
Plan of Action  
Director: 

Assess the situation on site/by telephone.  
Contact emergency services if necessary.  
Notify other directors, teaching staff and mentors, Office Manager, Senior 

Leadership Team, Agency Services Parents, (if appropriate) all staff on 
premises, Site Supervisor, Governors, and Kitchen staff.  

Visit site of incident if out of school.  
Give support to and gain information from those directly involved.  
Assist emergency services with information.  



 
Keep other directors and senior leadership fully informed.  
Always remain contactable. 

 
General Manager: 

Assist the director in informing relevant staff and team members.  
Take charge of the situation if the director has left the premises or otherwise 

unavailable.  
Collate information for the local authority.  
Direct staff in their duties.  

 
Senior leadership team: 

Visit the site as soon as possible to act as press officer.  
Collate information from the directors and all relevant staff involved.  
Prepare press releases after discussions with Police and LEA Critical Incident 

Response Team. 
 
Office team: 

● Remain in the office. 
● Ensure telephones are kept free.  
● Collate phone numbers of those involved and on site.  
● Liaise with press for facilitating press conferences. 

 
Post-Traumatic Support 
We realise that some pupils and staff might suffer from post-traumatic stress 
disorder, especially if they have been involved in the tragic incident. This can 
affect children and staff immediately or a long time after the event. The whole 
school community should be aware of this and provide support.  
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