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Scope


This plan complements the University’s Major Incident Response Plan (MIRP) and the Emergency Management Plan (EMP). 
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=8255
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=4286

This plan is designed to provide a framework for a Department-level critical incident response. It covers generic procedural guidelines but does not cover the detailed needs of every operation in the Department in every foreseeable scenario.

The plan is available to the Department community in printed copies, via the Department Safety Policy & Arrangements and the Department Intranet. 

Within the Department of Chemistry, Only a member of the Department’s Senior Management Team has the authority to declare a critical incident. (Team members are listed in Appendix 1). A critical incident can also be declared by a member of the University’s critical incident team or a member of the emergency services attending the department incident. The University’s Major incident response team is contactable through security with 69966, 0161-306-9966

Head of Department is ultimately responsible for this plan, which is reviewed annually or when significant changes occur. 


Head of Department’s Signature:							

Date of Implementation:				Date Review Due: 		



Definitions


	Emergency Situation
	Circumstances or events that require urgent action, due to:
· Actual or imminent harm to personnel on campus
· Actual or imminent significant damage to University property
· Actual or imminent disruptions to the Department’s operations
· Actual or imminent threat to Department’s reputation

	Critical Incident
	An incident that involves coordination of different areas within the Department. 
It may include: 
· The risk of, or actual, deaths or significant injury to personnel on campus
· The shutting down of business, disruption of operations, damage to premises or damage to the environment
· Significant damage to the Department’s financial or reputational standing

	Emergency Services
	Police, Fire, Ambulance services

	Campus Security
	University campus security service




 (
Communication
 routes during a 
critical 
incident
)



 (
Report initial incident by quickest practicable means
) (
First Contacts:
SSA – Simon Holden
TMS – Michael Carroll
Deputy Safety Advisor 
FSA – Catherine Davidge
)


 (
- Mathias Nilsson
- David Procter
- Michael Turner
- Eriko Takano
- Paul Popelier
- Louise Wood- Sanna
) (
Notify senior management team within the Department:
- Nikolas Kaltsoyannis
- Alan Brisdon
- Neil Burton
- David Leigh
- Stephen Liddle
) (
Notify
University Emergency Incident Manager
Dean of Faculty
Faculty Head of Operations
Head of School
Head of School Operations
Faculty’s health and safety manager
Safety Services
Compliance and Risk
) (
Share investigation report and wider lessons learnt
) (
Implement the appropriate critical incident response
) (
Establish a critical incident response team and a critical incident manager
) (
SMT declares a critical incident within the ….
) (
Implement appropriate emergency response
Security Contactable on 69966, 0161-306-9966
)

Critical Incident Response Team

This should consist of senior personnel in the Department who are trained in University’s procedures for handling emergencies. If appropriate, they must notify the University Emergency Incident Manager as soon as possible and liaise with them. Contactable through security by 69966, 0161-306-9966

During a critical incident, a primary contact should be established from this team immediately, to become the Critical Incident Manager (CIM). They will 
· Take responsibility for ensuring that the incident is managed and that appropriate action is taken
· Ensure the communication flow is maintained and information is shared to all relevant parties
· Liaise with campus security and emergency services 
· If necessary escalate the incident to more appropriate /senior colleagues
· Ensure accurate records are kept throughout, including information received, discussions, decisions made and actions taken (Appendix 2)

During out-of-hours, Campus Security must be contacted in the first instance on 0161 306 9966. They will then notify the University Emergency Incident Manager and liaise with them. 


Welfare

It is important that those managing and supporting an incident receive suitable refreshments and have the opportunity to take breaks. The CIM may consider appointing a member of staff as Welfare Manager in order to arrange food, refreshments and other ad hoc requirements. 

If the incident involves displacement of a large number of personnel, the CIM may need to liaise with the Estates Directorate to consider a suitable location for these people. 


Communications

It is important to communicate relevant information to affected staff and students across the Department. University Emergency Incident Manager must be consulted. 

Channels of communication can include:

	Directory
	Individuals
	Email address book on Outlook

	
	
	http://directory.manchester.ac.uk/

	Emails
	All
	ch-allstaff@listserv.manchester.ac.uk


	
	Academic Staff
	ch-acad@listserv.manchester.ac.uk


	
	PS Staff
	ch-pss@listserv.manchester.ac.uk

	
	PDRAs
	ch-podoc@listserv.manchester.ac.uk


	
	PGRs
	chemistry-pg@listserv.manchester.ac.uk


	
	PGTs
	chemistry-pgt@listserv.manchester.ac.uk

	
	UGs
	chemistry-ug@listserv.manchester.ac.uk


Communications with the media

It is the University’s policy to be forthright and timely in its communications with the University community, other interested parties, the media and the public at large.

Decisions regarding communications will be guided by a due concern for the right of privacy, personal security, the provisions of Data Protection legislation, legal liability, and the public’s legitimate right to be informed.

It is the University’s policy that all media enquiries will be referred without comment to Communications, Media and PR.
http://www.staffnet.manchester.ac.uk/communications-and-marketing/media-relations/

Only the University’s Official spokesperson or designated alternate will articulate the Department’s position upon the activation of the Critical Incident Plan.


Aftermath of a critical incident

An investigation should follow whenever appropriate. Please refer to the Department and University’s arrangements on accident investigation.
http://www.healthandsafety.manchester.ac.uk/toolkits/accidents/investigation/

CIM should ensure that communications continue with all relevant parties until the incident is closed. In some cases, lessons learnt may follow the investigation. 




Appendix 1: Senior Management Team 2019 - 2020


	Name
	Email
	Extension number
	Room Number

	 Nikolas Kaltsoyannis (Head of Department)
	nikolas.kaltsoyannis@manchester.ac.uk
	 54692
	2.30

	 Alan Brisdon
	alan.brisdon@manchester.ac.uk
	 64459
	4.02H

	 Neil Burton
	neil.burton@manchester.ac.uk
	 54684
	Dover Street 3.003

	 David Leigh
	david.leigh@manchester.ac.uk
	 51926
	4.17B

	 Stephen Liddle
	steve.liddle@manchester.ac.uk
	 54612
	2.26

	 Mathias Nilsson
	mathias.nilsson@manchester.ac.uk
	 64465
	G.033

	 David Procter
	David.J.Procter@manchester.ac.uk
	 51425
	4.19

	 Michael Turner
	Michael.turner@manchester.ac.uk
	 54625
	1.24

	Paul Popelier
	paul.popelier@manchester.ac.uk
	64511
	John Garside Building – 2.018

	Eriko Takano
	eriko.takano@manchester.ac.uk
	64419
	John Garside Building – 2.028

	Louise Wood-Sanna
	louise.wood-sanna@manchester.ac.uk
	54609
	2.27




[bookmark: _GoBack]

Appendix 2: Critical Incident Response Record



	Name of Critical Incident Manager:

	
	Date
	Time

	Location and description of incident:

	
	

	Reported by Whom:


	
	

	Details of other key staff contacted:


	
	

	Action taken:
	
	

	Was liaison with Campus Security or Emergency Services required? If yes, please give details:

	
	

	Critical Incident Response Team established (if applicable):

	
	

	Details of the communication arrangements made (e.g. informing staff and students):
	
	

	Incident passed to relevant member of Department (if applicable):

	
	

	Any other action taken made:

	
	

	Critical Incident declared over:
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