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Model Critical Incident Plan for Employers
Any employer whose establishments organise off-site visits should have a Critical Incident Plan, which should be tested using scenario training.  See documents
4.1e “Emergencies and Critical Incidents - Guidance for Employers” and 
4.1f “Emergencies and Critical Incidents - Guidance for First Contact”.  
The plan should be readily available for the employer’s Emergency Contact and any manager or other member of staff who might be called upon to lead the response to a critical incident on an off-site visit.
This document is protected, but can be unprotected without a password to allow copying or editing.  You are welcome to adapt it for non-commercial use, provided that you do not use the OEAP or National Guidance logos, and that you acknowledge the source by including the following statement in your document: “This document includes copyright material from a model form published by OEAP National Guidance at oeapng.info”.  
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Emergency Contact
Describe your arrangements for:
24/7 emergency phone number(s) for any time an off-site visit might be taking place at one of your establishments, day or night, at weekends and during holiday periods;
alerting an appropriate senior manager who can lead the response to a critical incident;
how such a manager will be available and contactable.
On Receiving a Call
In the event of being alerted to a Critical Incident on an off-site visit:
STAY CALM;
ASK for details of the incident;
THINK about the actions you need to take and the people you need to contact to help you (see Possible Actions below);
DECIDE what immediate help you need and contact those people;
TAKE CHARGE as Incident Controller until you clearly hand over to someone else;


ESTABLISH COMMUNICATIONS with the manager who is leading the establishment’s emergency response:
· It is essential that one person is designated as Incident Controller and that it is clear to all who this is - it is therefore a priority to agree whether control lies with you or with the establishment;
· Agree the protocol for keeping communications open;
· Agree who will keep in contact with those in difficulty.
RECORD all information you receive and actions you take;
DELEGATE tasks, as possible/appropriate, to allow you to manage the situation and to allow for ‘concurrent’ activity.
Possible Actions
Depending on the circumstances you may need to do some or all of the following, in liaison with the establishment:
Establish a Critical Incident Response Team (CIRT), which may need to include the following roles (combine if insufficient staff are available – some roles could be shared with the establishment):
· Incident Controller;
· Communications (a number of people dealing with different aspects?)
· Resilience team/emergency planning officer
· Press/media officer;
· Logistics – arranging transportation, accommodation etc. for participants, staff and any travelling team;
· Resources – e.g., office space, IT, reception for any visitors (parents, media etc), refreshments/food;
· Expert advice – e.g., Outdoor Education Adviser;
· Travelling Team leader;
· Record/log keeper.
Establish a control room [state where] with unrestricted internet access and multiple telephone lines and/or mobile phones (capable of calling overseas if necessary);
Consider other means of communication such as WhatsApp, email, text, amateur radio nets (secure methods may not always be practicable during an emergency) [give practical details here or below];
Agree with the establishment a protocol for contacting the group and for maintaining links with emergency services, media, tour operators, insurance companies etc. - as necessary;
Keep a log of all actions, communications and decisions including people involved and times;
Inform [insert roles of senior managers etc. as necessary, e.g. for Local Authorities, Chief Executive and relevant elected members];
Consider whether a Travelling Team is needed to provide support at the scene (e.g., Outdoor Education Adviser, counsellors, translator/linguist);
For an overseas incident - inform the Foreign & Commonwealth Office Consular Assistance team;
If you need support, consider the British Red Cross – see www.redcross.org.uk/about-us/what-we-do/uk-emergency-response;
Make arrangements for the return or onward travel of the group;
Arrange for the travel of parents (including provision of a suitable escort) to the scene/hospital;
Control communications and flow of information to the affected group, parents, establishment staff (beware of staff, parents and young people inadvertently starting rumours circulating);
Control information to the media via press/media officer (clarify this with the establishment);
Make arrangements for meeting the group on its return to base and for returning children to parents;
Consider the possible need for future emotional support and care for anyone involved (don’t forget other staff, young people and the CIRT as well as those directly involved). 
Practical Arrangements
[Insert here details such as:
which office/phones/computers etc. to use during an emergency;
out-of-hours information (e.g., locks, alarms, heating)
location of equipment (e.g., mobile phones, laptop, printer);
how to access relevant information;
how to access cash or credit card for emergency use;
how to obtain refreshments/catering.]



Emergency Numbers
The roles shown in the table are examples – you should insert the roles relevant to your organisation.
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Description automatically generated with medium confidence] Name   
Office
Home
Mobile
Emergency Contact



Senior officers / managers











Director of Children’s Services



Head of Safeguarding



Lead Member for Children’s Services



Media/communications officer 



Outdoor Education Adviser



Youth service



Social Services



Police



IT helpdesk/support



24/7 taxi



British Red Cross
020 7138 7900


Foreign Office Consular Assistance
020 7008 1500
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