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Critical Incident Guidelines

1. General principles
1.1 
Aim


The aim of these guidelines is to provide a framework through which AUB will respond to a critical incident or death of a student. It is the aim of the University to respond in an appropriate, sensitive manner that pays respect to the particular circumstances of each incident. We aim to exercise our duty of care and support those affected by the incident or death whilst also complying with any legal and other obligations the University may hold.   

1.2 
Principles


The principles underlying these guidelines are:
· To ensure that any incident is dealt with safely, effectively and efficiently
· To ensure that staff involved in responding to an incident understand the procedure and their own role within it

· To ensure that appropriate support is provided to students and staff affected by an incident.
1.3 
Information
It is vitally important to ensure that the correct information is gathered and given as accurately and as quickly as possible. In any emergency situation misinformation can quickly spread and cause distress and inconvenience. It is the role of University representatives to gather and give only the correct information to the correct individuals or agencies at the appropriate times. Other students are often valuable sources of information, and it is vital that information from students and staff is gathered and co-ordinated. Compliance with GDPR will be maintained unless the need to take direct action to maintain safety over-rides the need to maintain confidentiality.
1.4
 Impact
A student incident or death is a tragedy and the impact will be felt by a wide range of people. The student’s family, friends, peers and acquaintances will all have their own response to the incident or death. As far as is possible and appropriate it is the role of the University to respond to the needs of each person and group accordingly.

1.5 
Context
No two student incidents are the same and however similar may be some contexts, the circumstances of each will be unique. These guidelines give guidance only to what may be the most appropriate response in any of the contexts of University life. The contexts and procedures described here are not exhaustive. In particular, a student’s death has an impact on the University’s academic, pastoral and administration processes and these guidelines outline the responses that need to be considered by these sections. 

INCIDENT TEAM:
Incident Team can be contacted via AUB Security – Tel:  07471145782

Heidi Cooper-Hind (Head of Academic and Student Services)

Celia Johnson (Senior Wellbeing Officer)
Tom Marshall (Head of Campus Services)
Plus, if incident occurs in halls of residence: 
Carrie Packer (Senior Student Services Officer), 
Halls of Residence Facilities Manager
INCIDENT 1 – SERIOUS STUDENT INJURY 

Student injury may result from one of the following situations, or similar:

· accident 

· fire (minor)
· self-harm 

· suicide attempt

· victim of assault

· road traffic accident 

IF THE INCIDENT OCCURS IN HALLS OF RESIDENCE:
Action to be taken by Halls / Security Staff:

Initial response:

If appropriate, Halls / Security Staff should follow established procedures to control a fire, including evacuation of all students and alerting fire brigade. 

Halls / Security Staff should contact Head of Academic and Student Services (if out of hours this will be done by Security Central Control), who will assess whether it is necessary to alert the Incident Team, and do so if required.

Upon discovery of student casualty:

· If trained, administer emergency first aid or dial 999 for an ambulance and (if the student is the victim of assault) the police

· Inform reception (if during office hours) to enable direction of emergency services upon arrival

· Make the student as comfortable as possible until ambulance / police arrive
· Try to gain an accurate account of the incident (eg. cause of fire / medication taken by student / nature and location of assault, etc) to inform emergency services
· Try to gain any information which may influence medical treatment (eg. allergies / religious beliefs) and inform emergency services 
· Collect any personal belongings required by the student, if appropriate

· Ask if the student wishes us to inform family / other contact of the incident, and gain contact details if possible

· Try to provide privacy for the student and keep other students away from the scene

· If possible, ensure the student is accompanied to hospital and / or police station 

· Inform the student that Student Services will contact them within 24 hours to check on their welfare and offer support .

· Upon arrival of Incident Team (if called), conduct full handover and complete incident records as appropriate.

Action to be taken by Incident Team:

Incident management:

· Contact student next of kin, if requested or deemed necessary under duty of care 

· Inform the student of alternative accommodation, if appropriate

· Arrange taxi transport for student to return from hospital / travel to temporary accommodation – see contact details in Appendix 1

· Provide students in the same flat or house with a brief report of incident, if appropriate, and remind any students directly affected (eg. friends / immediate neighbours) of support services available from Student Services

· Ensure Security Guard / Halls staff are offered support as required

· Complete relevant incident records.
Assess student accommodation:

· Assess student’s room to identify if alternative accommodation is necessary (eg. due to fire damage / evidence of injury, etc). 
· Arrange alternative temporary accommodation / cleaning of room as necessary – see contact details in Appendix 1
· For short-term emergency accommodation, or in the event that large numbers of students are affected, the Library should be used to provide immediate refuge.
Referral and Reporting:
If the Incident Team is not involved, Halls / security staff should inform the Senior Student Services Officer of the incident, including: 

· Student name and contact details 

· Name(s) and contact details of any other students directly affected

· Action taken so far 

If the incident team is involved, they will provide information, as appropriate, to:
· Principal and Vice Chancellor
· Deputy Vice Chancellor
· Chief Operating Officer
· Marketing 

· Course Leader 

Follow-up

· Student Services to contact student within 24 hours to check welfare and any additional support action required

· Student Services to contact any other students directly affected by incident to offer support as appropriate

· Student Services to liaise with Halls staff to arrange student’s return to accommodation, if applicable 

· Student Services to arrange a de-briefing meeting 1-2 weeks after event to summarise any further action or lessons learnt. 
IF THE INCIDENT DOES NOT OCCUR IN HALLS OF RESIDENCE:

Action to be taken by any staff member:
Upon discovery of student casualty:

· Request first aid support by dialling 3728 (01202 363728 from an external line), or dial 999 for an ambulance and (if the student is the victim of assault) the police

· Inform reception (if during office hours) or security (out of hours) to enable direction of emergency services upon arrival

· Make the student as comfortable as possible until ambulance / police arrive

· Try to gain an accurate account of the incident (eg. cause of fire / medication taken by student / nature and location of assault, etc) to inform emergency services 

· Try to gain any information which may influence medical treatment (eg. allergies / religious beliefs) and inform emergency services 

· Ask if the student wishes us to inform family / other contact of the incident and gain contact details if possible
· Try to provide privacy for the student and keep other students away from the scene

· If possible, ensure the student is accompanied to hospital and / or police station 

· Inform student that Student Services will contact them within 24 hours to check on their welfare and offer support.

Incident management:

· Complete relevant incident records, recording a factual account of the incident, with any permissions given and actions taken.
· Remind any students directly affected (eg. friends) of support services available from Student Services.

Referral and Reporting:
NOTE: Information received from external agencies (eg. Police) relating to off-campus incidents should follow these guidelines:

Inform Head of Academic and Student Services (or deputy) of the incident, including: 

· Student name and contact details 

· Need to contact student’s family or friends, if requested – providing a single point of contact
· Name(s) and contact details of any other students directly affected

· Action taken so far 

Head of Academic and Student Services to inform members of Incident Team.
Action to be taken by Incident Team:
· Incident Team to contact family, if requested

· Incident Team to report the incident, if appropriate, to: 

· Principal and Vice Chancellor
· Deputy Vice Chancellor
· Chief Operating Officer

· Marketing

· Course leader

Follow-up

· Student Services to contact student within 24 hours to check welfare and any additional support action required

· Student Services to contact any other students directly affected by incident to offer support as appropriate

· Student Services to liaise with Halls staff to arrange student’s return to halls, if applicable 

· Student Services to arrange de-briefing meeting 1-2 weeks after event to summarise any further action or lessons learnt.
INCIDENT 2 - STUDENT DEATH
IF THE DEATH OCCURS IN HALLS OF RESIDENCE:

Action to be taken by Halls / Security Staff:

Upon discovery of student death:

· Dial 999 for an ambulance and the police

· Inform reception (if during office hours) to enable direction of emergency services upon arrival

· Secure the area and do not let anyone access until the emergency services arrive

· Do not touch anything in the room

· Do not leave the scene until told to do so

· If there are witnesses these should be taken to a separate area and provided with appropriate comfort until emergency services arrive – try to ensure that immediate housemates remain together.
· Contact member of Incident Team (if out of hours this will be done by Security Central Control)
· Upon arrival of incident team conduct full handover and inform of:

Student name and contact details 

Name(s) and contact details of any other students directly affected

Action taken so far 

Immediate action to be taken by incident team:

Upon arrival at the scene the incident team priorities are:

· To learn identity of deceased student

· To support students and staff at the scene

· To identify who was / was not present at the time of the incident

· To ensure that other student residents are kept away from the scene and offered appropriate comfort

· If necessary, to arrange alternative accommodation for student neighbours in halls, including taxi transport 

Report the incident at the earliest opportunity to: 

Principal and Vice Chancellor
Deputy Vice Chancellor
Chief Operating Officer

Marketing

University Secretary 

Police will arrange for the removal of the body from the scene. The police or hospital will arrange for next of kin to be informed. However, it may be necessary to access SITs to pass on contact details – see appendix.
Requests for information: 

· It is possible to confirm that a student death is suspected.  However until the University can verify that the next of kin have been contacted the student should NOT be named.

· Once it is verified that the next of kin has been informed the University can provide the student’s name (unless otherwise instructed).

· Do not discuss the circumstances of the death.

· Any media requests should be directed to Marketing.
Action to be taken by incident team within 24 hours:
· Review incident management so far, noting any problems or changes in procedure required

· Support fellow members of the incident team

· Send notification of student death to:

Ally Stratford (Registry and Planning Manager)
Course leader and Dean of School 
Library – email librarystaff@aub.ac.uk 
President, Students’ Union

Mary O’ Sullivan, Director of Finance

Steve Harvey, Head of Digital Services
 Andy Froggett, Senior Counselling Officer

· Remind all staff of employee support scheme

· Telephone / visit any students or staff present at the time of the incident to check on their welfare and offer support.

· Contact police or hospital to establish that immediate family have been informed of student death. If so, contact family and offer condolences. Immediate family may wish to visit the student’s room, so arrangements may need to be made for this visit (including meet and greet and, if appropriate, overnight accommodation nearby). The police will confirm if access to the student’s room is permitted. The student’s room should be checked, but no personal effects belonging to the student should be disturbed. Arrangements for cleaning of the room prior to the visit, if necessary, will be made by the police / coroner.

· Immediate family may wish to speak to someone who knew their son or daughter and the relevant person / people (eg. Course leader, counsellor) should be informed of the date and time of the family visit and asked to ensure they are available.

· Prepare update report for the Principal and Vice Chancellor and Deputy Vice Chancellor and draft formal letter of condolence for family.
· Write to all students directly affected by the incident, to formally inform them of the incident and remind them of support services available (Counselling Service, Chaplaincy); include details of mitigation policy if appropriate. 
Follow up action to be taken by incident team:
· Inform relevant staff and students of funeral arrangements / memorial service
· Send flowers to funeral or make donation to nominated charity
· If police involvement is completed, make arrangements for return of any student belongings, if not already completed by family

· If police involvement is completed, make arrangements for cleaning of room 

Final action to be taken by incident team:
· If an inquest takes place, ensure that at least two members of staff attend, and are provided with appropriate support

· Liaise with deceased student’s family to establish any attendance at graduation

· Liaise with deceased student’s family regarding any permanent memorial at AUB, if appropriate

IF THE INCIDENT OCCURS ON CAMPUS BUT NOT IN HALLS OF RESIDENCE:

Action to be taken by staff member discovering student death:

Upon discovery of student death:

· Dial 999 for an ambulance and the police

· Inform reception (if during office hours) to enable direction of emergency services upon arrival

· Secure the area and do not let anyone access until the emergency services arrive

· Do not touch anything in the vicinity

· Do not leave the scene until told to do so

· If there are witnesses these should be taken to a separate area and provided with appropriate comfort until emergency services arrive

· Contact Head of Academic and Student Services, Head of Campus Services (if out of hours this will be done by Security Central Control) or Senior Wellbeing Officer who will alert other members of the Incident Team

· Upon arrival of incident team conduct full handover and inform of:

Student name and contact details 

Name(s) and contact details of any other students directly affected

Action taken so far 

Immediate action to be taken by incident team:

NOTE: Information received from external agencies (eg. Police) relating to off-campus incidents should follow these guidelines:

Upon arrival at the scene the incident team priorities are:

· To learn identity of dead student

· To support students and staff at the scene

· To identify who was / was not present at the time of the incident

· To ensure that other students are kept away from the scene and offered appropriate comfort

· If necessary, to arrange alternative accommodation for student neighbours in shared house, including taxi transport 

Report the incident at the earliest opportunity to: 

Principal and Vice Chancellor
Deputy Vice Chancellor
Chief Operating Officer
University Secretary 

Police will arrange for the removal of the body from the scene. The police or hospital will arrange for next of kin to be informed. However, it may be necessary to access SITs to pass on contact details – see Appendix.

Action to be taken by incident team within 24 hours:

· Review incident management so far, noting any problems or changes in procedure required

· Support fellow members of the incident team

· Send notification of student death to:

Ally Stratford, Registry and Planning Manager
Course leader and Dean of School
Library (email librarystaff@aub.ac.uk)
President, Students’ Union

Mary O’ Sullivan, Director of Finance

Steve Harvey, Head of Digital Services
Chaplain

Andy Froggett, Senior Counselling Officer
(Remind all staff of employee support scheme)

· Telephone / visit any students or staff present at the time of the incident to check on their welfare and offer support.

· Contact police or hospital to establish that immediate family have been informed of student death. If so, contact family and offer condolences. If police involvement is completed, immediate family may wish to visit the student’s accommodation, so arrangements may need to be made for this visit (including meet and greet and, if appropriate, overnight accommodation nearby). If the death took place at the student’s home, other student residents should be offered support at the time of the visit, if required.
· Immediate family may wish to speak to someone who knew their son or daughter and the relevant person / people (eg. Course leader, counsellor) should be informed of the date and time of the family visit and asked to ensure they are available.

· Prepare update report for the Principal and Vice Chancellor and draft formal letter of condolence for family.

· Write to all students residing in shared accommodation, and others directly affected by the incident, to formally inform them of the incident and remind them of support services available (Counselling Service, Chaplaincy); include details of mitigation policy if appropriate.

Follow up action to be taken by incident team:
· Inform relevant staff and students of funeral arrangements / memorial service

· Send flowers to funeral or make donation to nominated charity
· If police involvement is completed, make arrangements for return of any student belongings, if not already completed by family

· If police involvement is completed, make arrangements for cleaning of room, if necessary 

Final action to be taken by incident team:
· If an inquest takes place, ensure that at least two members of staff attend, and are provided with appropriate support

· Liaise with deceased student’s family to establish any attendance at graduation

· Liaise with deceased student’s family regarding any permanent memorial at AUB, if appropriate

INCIDENT 3 – MENINGOCOCCAL DISEASE 
NOTE: These guidelines may also be used to respond to an outbreak of other notifiable diseases – a full list of notifiable communicable diseases is included in Appendix 2.

These guidelines accord with those published by UUK, and should be read in conjunction with the UUK guidance.

DEFINITIONS

Meningococcal infection is a notifiable disease. The doctor attending a case is responsible for notifying the local Consultant in Communicable Disease Control (CCDC) of a suspected or diagnosed case of meningococcal disease.

Confirmation of a diagnosis requires laboratory tests, and the AUB response will vary according to the type of case:

Probable case:  A clinical diagnosis without laboratory confirmation, where meningococcal disease is the most likely diagnosis.

Possible case: A clinical diagnosis without laboratory confirmation, where a diagnosis of another disease is at least as likely as meningococcal disease.

Confirmed case: A definite clinical diagnosis with laboratory confirmation. 

Unrelated cases: Any of the following definitions may apply:

· Two confirmed cases caused by different strains, whatever the time interval between them;
· Two confirmed or probable cases more than 4 weeks apart;

· Two confirmed or probable cases without links between cases (eg. no social contact, etc);

· Two possible cases, whatever the interval between them.

An outbreak: Two confirmed or probable cases within a four-week period which are, or could be, caused by the same strain and for which a common link (eg. same social network, same halls of residence) can be determined.

IF AN INDIVIDUAL CASE OCCURS IN HALLS OF RESIDENCE:

Action to be taken by Halls / Security Staff:

Initial response to emerging case:

· Meningitis is very difficult to diagnose. Early symptoms include fever, aches and pains, and flu-like symptoms, possibly accompanied by vomiting. Any student reporting these symptoms should be reminded of the symptoms of meningitis and instructed to report any change or worsening of symptoms immediately.

· Ascertain if the student has sought medical assistance. If not, ask the student for the name and contact details of their GP to arrange a GP visit. If the student is not registered with a local GP, contact Talbot Village Surgery on 01202 525252, who have agreed to respond to such calls.
· If the GP advises that the student be kept under observation, the student MUST be monitored at the recommended intervals 24 hours a day.

· If the student reports any of the following symptoms, call an ambulance immediately:

· A rash that does not fade when pressed with a glass

· Loss of consciousness

· Severe neck stiffness

· Very cold hands and feet

· Severe and worsening headache. 
Provide contact details of Head of Student Services to emergency services.

· Inform the Head of Academic and Student Services (or deputy) of any GP home visit to halls, or any admission to hospital.

INCIDENT MANAGEMENT OF ALL CASES – RESIDENT AND NON-RESIDENT STUDENTS
· Any member of staff receiving notification of a case of meningococcal disease should inform the Head of Academic and Student Services immediately, providing name and contact details of the person who provided the information.

· The Head of Academic and Student Services should contact the hospital / GP surgery to gain information at the earliest opportunity.
In the event of a case of POSSIBLE meningococcal disease:
· It is not necessary to issue contacts with antibiotics. However, there may be some anxiety amongst the student body which will need to be managed. The Head of Academic and Student Services will issue an email to all staff and students explaining that no-one is considered to be at risk, but describing symptoms and including links to meningitis help-lines (see Appendix 1).

· Email notification of this step will be sent to local GP practices, Bournemouth University, and the meningitis help-lines publicised. 
In the event of a PROBABLE or CONFIRMED case of meningococcal disease:

· Head of Academic and Student Services to convene incident team.

· Incident team to liaise with CCDC / local GPs to confirm next steps, which are likely to include:

· Identify student’s close contacts: those sharing a kitchen in halls and / or those with close social contact – including those outside of the university (compile a social diary of the week prior to illness to aid this). 
· Arrange for GP to administer antibiotic prophylaxis / vaccine to close contacts – use Student Services surgery.

· Inform other GP surgeries in the area – including BU and those with whom close contacts are registered.

· Inform Principal and Vice Chancellor, Deputy Vice Chancellor, Chief Operating Officer, Reception, Students’ Union, Marketing 
· Provide Reception and SU with guidelines for response to calls from students / parents, including guidelines on symptoms, numbers of help-lines, and details of how to contact member of incident team if necessary. Consider setting up help-line or allocating specific staff to this task.

· Issue letter to all students identified as contacts to back up advice from GP.

· Issue letter to all students and staff to inform of case, including description of symptoms and numbers for meningitis help-lines. 

· Alert national help-lines / NHS direct of case and action taken. 

In the event of UNRELATED cases of meningococcal disease:

· The CCDC or public health doctor will confirm the steps to be taken, which are likely to follow the guidelines for a single confirmed or probable case (above). 

· Additionally:

· Widespread anxiety should be anticipated and suitable telephone / email resources should be made available to deal with enquiries.

· Marketing should be alerted and may wish to prepare a press statement.

In the event of an OUTBREAK of meningococcal disease:
· Head of Academic and Student Services to convene incident team.

· Incident team to additionally include CCDC / local GPs / BU representative. Incident team to confirm next steps.
· Priority is to alert all students and staff to the symptoms of meningococcal disease and to inform local health providers. Further cases may occur within 2-3 days in the index case; antibiotic prophylaxis will not prevent illness in those incubating the disease, so raising awareness to ensure rapid diagnosis is critical.

· Identify student’s close contacts: those sharing a kitchen in halls and those with close social contact – including those outside of the university (compile a social diary of the week prior to illness to aid this) – CCDC will advise on who should receive prophylaxis, and will arrange for the necessary clinical staff.
· Contact any student identified as needing prophylaxis – use Student Services surgery.

· Inform hospitals and other GP surgeries in the wider area.
· Inform University Leadership Team, Marketing, Reception, Students’ Union, Chaplain.
· Marketing to prepare press release and, if necessary, press conference, in liaison with health authorities.

· Set up helpline to deal with calls from students / parents and provide guidelines on symptoms, numbers of help-lines, and details of how to contact member of incident team if necessary.

· Issue urgent letter to all students and staff to inform of outbreak, including description of symptoms and numbers for meningitis help-lines. 

· Alert national help-lines / NHS direct of case and action taken. 

The Arts University Bournemouth is committed to the provision of a working and learning environment founded on dignity, respect and equity where unfair discrimination of any kind is treated with the utmost seriousness. It has developed and implemented an Equality and Diversity Plan to guide its work in this area. All the University's policies and practices are designed to meet the principles of dignity, respect and fairness, and take account of the commitments set out in the Equality and Diversity Plan.  This policy has been subject to an equality analysis to ensure consideration with regard to the provisions of the Equality Act 2010.

Date of last EA review: August 2019
Appendix 1 - Useful telephone numbers

Medical Care:

Talbot Village Surgery




01202 525252

Royal Bournemouth Hospital 



01202 303626 (switchboard)

Castle Lane East, Bournemouth BH7 7DW
01202 704169 (24 hr Emergency Department)
Poole Hospital





01202 665511 (switchboard)

Longfleet Road, Poole BH15 2JB


01202 442202 (emergency)
Police:
Universities police team: 



07554 439650
Dorset control room – non-emergency


01202 222222

Emergency





999

National Helplines:

NHS  





111
Meningitis Now helpline
(9am – midnight)

0808 80 10 388
Meningitis Research Foundation



0808 800 3344

Local Resources:

United taxis





01202 556677

Miramar Hotel 

East Overcliff Drive, Bournemouth BH1 3AL

01202 556581

Marsham Court Hotel

3 Russell Cotes Road, Bournemouth BH1 3AB

01202 552111

Bournemouth Tourism Centre



0845 051 1700 or 01202 451734
To access next of kin details from SITs:
On logging on to SITS

Choose the QSV screen and select a student by entering either their AUB student code or their surname and press F5 to retrieve record.

Then select the ‘Other’ menu from the top of the screen and choose ‘Next of Kin’ from the drop down list.  This will display the next of kin details for the student.
Appendix 2 – Notifiable Diseases

It is a statutory obligation that a medical practitioner must report a notifiable disease to the Consultant responsible for Communicable Disease Control. See Public Health (Control of Disease) Act 1984.

 Notifiable diseases include:

· acute encephalitis 

· acute poliomyelitis 

· anthrax 

· cholera 

· diphtheria 

· dysentery - amoebic or bacillary 

· food poisoning 

· leprosy 

· leptospirosis 

· malaria 

· measles 

· meningitis 

· meningococcal septicaemia (without meningitis) 

· mumps 

· ophthalmia neonatorum 

· paratyphoid fever 

· plague 

· rabies 

· relapsing fever 

· rubella 

· scarlet fever 

· smallpox 

· tetanus 

· tuberculosis 

· typhoid fever 

· typhus 

· viral haemorrhagic fever 

· viral hepatitis 

· whooping cough 

· yellow fever

http://www.gpnotebook.co.uk/simplepage.cfm?ID=1678114827  
Appendix 3 - G.P. Surgeries around AUB

· Talbot Village Practice (0.1 miles) 
Gillett Road, Poole, Dorset, BH125BF

Tel: 01202 525252

· Bournemouth University Medical Centre (0.6 miles) 
60 Gillett Road, Talbot Village, Bournemouth, Dorset, BH125BX

Tel: 01202 965378
· Heatherview Medical Practice (0.7 miles) 
2 Alder Park, Alder Road, Poolestone, Poole, Dorset, BH124AY

Tel: 01202 743678
· Talbot Medical Practice (0.7 miles) 
63 Kinson Road, Bournemouth, Dorset, BH104BX

Tel: 0844 4772416
· Banks Medical Centre (0.8 miles) 
272 Wimborne Road, Bournemouth, Dorset, BH37AT

Tel: 01202 512549
· The Alma Partnership (0.9 miles) 
Alma Medical Centre, 31 Alma Road, Bournemouth, Dorset, BH91BP

Tel: 01202 519311
· Denmark Road Medical Practice (1.0 miles) 
37 Denmark Road, Bournemouth, Dorset, BH91PB

Tel: 01202 521111
· Leybourne Practice (1.3 miles) 
1 Leybourne Avenue, Bournemouth, Dorset, BH106ES

Tel: 01202 527003
· Westbourne Medical Centre (1.3 miles) 
Milburn Road, Bournemouth, Dorset, BH49HJ

Tel: 01202 752550
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