[image: A logo with text and faces]SMART Response® Crisis Response Form 
School Name: ___________________________
Date: ___________
Time Started: _______
Scribe Name: ___________________________

1. Incident Overview
Type of Incident: ☐ External Threat ☐ Internal Threat ☐ Hazard ☐ Other (specify): _____________
Initial Report Received By: ___________________________ (Role: ____________)
Time of Initial Report: __________
Brief Description of Incident:



2. Response Level
	Level
	Description
	Activated?
	Time Activated
	Cue Phrase / Alert Used

	0
	Monitor & Prepare
	☐
	_____
	__________________

	1
	Investigate Potential Threat
	☐
	______
	__________________

	2
	Prepare & Position
	☐
	______
	__________________

	3
	External SMART Response®
	☐
	______
	__________________

	4
	Full SMART Response® Lockdown
	☐
	______
	__________________



3. Roles Activated
	Role
	Name
	Time Assigned
	Notes

	Gold (Strategic Lead)
	
	
	

	Silver (Tactical Lead)
	
	
	

	Bronze – Site Security
	
	
	

	Bronze – Communications
	
	
	

	Bronze – Welfare
	
	
	

	Chief of Staff
	
	
	

	Scribe
	
	
	



4. Actions Taken (Chronological Log)
	Time
	Action / Decision
	Role Responsible
	Notes / Outcome

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



5. Communication Record
Emergency Services Contacted: ☐ Yes ☐ No
Time: _________
Reported By: ___________________
Parents/Guardians Notified: ☐ Yes ☐ No ☐ Planned Later
Time: _________
Message Approved By: ___________________
Other Stakeholders Contacted: (e.g., LA, Trust, neighbouring schools)


6. Site Actions
	Action
	Completed?
	Time
	Notes

	External gates secured
	☐
	
	

	Internal doors locked
	☐
	
	

	Blinds/curtains closed
	☐
	
	

	Pupils moved out of sight
	☐
	
	

	Zone monitoring updates given
	☐
	
	



7. All-Clear & Aftermath
All-Clear Given By: __________________ (Role: ____________)
Time: _________
Cue Phrase Used: ______________________
Post-Incident Actions:
☐ Staff Debrief
☐ Pupil Well-being Support
☐ Review & Feedback Session Scheduled
☐ Policy/Procedure Updates Required


8. Summary & Key Learnings


Scribe Signature: _______________________
Date: ______________

SMART Response® is a registered Trademark of Matrix Academy Trust. 2025. All Rights Reserved
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