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Critical Incident Policy

Introduction:

In An Grianán N.S. we aim to protect the well-being of all our pupils and staff by providing a safe, tolerant and healthy environment as outlined in our school mission statement.

The BOM through the Principal, Staff and Parents’ Association has drawn up a Critical Incident Management Plan. We have established a Critical Incidents Management Team to steer the development and implementation of the plan.

· What is a Critical Incident?

· Critical Incident Management Team

· Emergency Contact List

· Roles and Responsibilities

· Short-Term Action Plan

· Medium-Term Action Plan

· Long-Term Action Plan

What is a Critical Incident?

A critical incident is any incident or sequence of events which overwhelms the normal coping mechanisms of the school and disrupts the running of the school, for example:

· Death of a member of the school community – through sudden death, accident, terminal illness or suicide.

· An accident involving pupil/staff on or off the school premises.

· A physical attack on staff member(s) or student(s) or intrusion into the school. 

· Serious damage to the school building through fire, flood, vandalism etc.

· The disappearance of a member of the school community.

· An accident/tragedy in the wider community.

Critical Incident Management Team

	
	Title
	Name
	
	Mobile

	1
	Leader/Principal
	Ann Kearns
	
	0868390598

	2
	Deputy Principal
	Carmel Rooney
	
	0876115417

	3
	Post of Responsibility
	Ann Flynn
Dolores Killian

Anna Cahalin
	
	0868131938
0876981417

0876989249

	5
	Chairperson, BOM
	Brendan Doyle
	
	0868231661

	6
	Priest in locality
	Fr Joe Mc Grath
	
	0871161388

	7
	B.O.M. Rep
	Colin White
	
	0868163664

	8
	Secretary
	Catherine Claffey
	
	0863273207

	9
	Parents’ Rep.
	Deirdre Doyle
	
	0831005450


The first named person has the responsibility as defined in Roles & Responsibilities: Leadership Role.  The second named person assists and only assumes responsibility on the absence of the first named.

Teacher contact number and next of kin available in the class list folder in Principal’s office and Secretary’s office to include substitute teachers each time they work in school.
Critical Incidents Management Team:

[While each person has the responsibility for the individual roles outlined below, no person should feel alone in this role and should always feel free to approach other members of the team for advice/support/assistance.]

The first-named person has the responsibility as defined.

The second-named person assists and assumes responsibility on the absence of the first-named.

Leadership Role: 



Ann K /Carmel R 

Communication Role: 


Ann K/ Dolores K
Student Liaison/Counselling Role:

Dolores K/Anna C
Chaplaincy Role: 



Fr Joe 
Family Liaison Role: 


Ann F / Anna C
Administrative tasks: 


Carmel R /Catherine C
Chairperson,B.O.M.: 


Brendan Doyle
Parents Association Rep: 


Deirdre Doyle
B.O.M. Rep:  




Colin White
Roles and Responsibilities

1. Leadership Role: Ann Kearns & Carmel Rooney
Intervention

· Confirm the event 

· Inform NEPS and request assistance

· Initiate Action Plan –see ‘Short Term Actions’ as attached

· Liaise with the Gardaí/Emergency services/NEPS

· Lead briefing meetings for staff on the facts as known, give staff members an opportunity to express their feelings and ask questions, outlines the routine for the day

· Express sympathy to family   

· Clarify facts surrounding event 

· Make contact with other relevant agencies 

· Decide how news will be communicated to different groups (staff, pupils, outside school) 

Postvention

· Ensure provision of ongoing support to staff and students 

· Facilitate any appropriate memorial events 

· Liaise with Critical Incident team / Gardaí / Counsellors. Review plan as necessary.

2. Communication Role: Ann Kearns & Dolores Killian
Intervention

· With Team, prepare a public statement

· Draw up as response to possible calls from media [see ‘Dealing with the Media’]

· Organise a designated room to address media promptly 

· Ensure telephone lines are free for outgoing and important incoming calls

· Designate mobile numbers for contact – e.g. NEPS / Gardaí….

· Liaise with relevant outside support agencies 

Postvention

· Review and evaluate effectiveness of communication response 

3. Student Liaison/ Counselling Role: Dolores Killian & Anna Cahalin
Intervention

· Advise staff on the procedures for identification of vulnerable pupils 
· Advise parents -  ‘Children’s understanding and reactions to grief’
· Alert staff to vulnerable pupils

· Services available in the school –NEPS in first days / Resource teachers / L. S. teacher 

· Put in place clear referral procedures 

· Address immediate needs of staff 

· Provide materials for staff - Resource Documents 1-5 from critical incident folder)
· Provide information  - See ‘Frequently Asked Questions’

· Provide counselling 1) Initially NEPS 2) Teaching staff

Postvention
· Provide ongoing support to vulnerable students 

· Monitor class most affected 

· Refer as appropriate 

· Review and evaluate Plan 

4. Chaplaincy Role: Fr.Joe
Intervention

· Visit home(s), if appropriate 

· Assist with prayer services 

· Make contact with other local clergy 

· Be available as personal and spiritual support to staff / distressed visitors

Postvention

· Provide follow-up support to families in conjunction with Home School Community Liaison 

· Work in partnership with Critical Incident team 

· Review and Evaluate Plan 

5. Family Liaison Role: Ann Flynn & Anna Cahalin
Intervention

· Co-ordinate contact with families (following first contact by Principal) 

· Consult with family around involvement of school in e.g. funeral service 

· Assist with all communication dealing with parents of any student affected by critical incident 

Postvention

· Provide ongoing support to families affected by the incident 

· Involve as appropriate the family in school liturgies/memorial services 

· Offer to link family with community support groups 

· Review and evaluate plan

6. Administrative Tasks: Carmel Rooney & Catherine Claffey
List of contact numbers:


· Pupils, Parents, Guardians  - displayed in Office

· Staff -  displayed in Office

· Emergency Support Services  - displayed in Office and Staff Room

Emergency Information for School Trips:

· List of pupils and staff involved + teacher in charge

· List of mobile phone numbers for teachers / parents / guardians / children 

· Up to date medical information on pupils e.g. allergies, epilepsy, etc.
Maintaining Administration and Services

· Telephone

· Rooms for debriefing parents, for quiet, for counselling

· Keep a log of events, letters to parents, telephone calls made and received

· Dealing with normal school business 

Teachers and SNA’s will be responsible for the normal running of their classes where possible.

Procedures to be followed in the event of critical incidents

Action plan

SHORT-TERM ACTIONS (Day 1)

· Immediate contact with family/families. The Chaplain/Principal will liaise with the family, within 24 hours if appropriate, to extend sympathy and clarify the family’s wishes regarding the school’s involvement in funeral/memorial service

· Have regard for different religious traditions and faiths

· Convene a meeting with Key Staff/Critical Management Team 

· Be  alert to vulnerable members on the team

· Agree a statement of facts for staff, students, parents and the media. Consider having a written version of this – See   ‘Dealing with the Media’

· Designate a spokesperson  
· Delegating responsibilities to the team-see roles and responsibilities

· Appointing someone to handle phone enquiries and deal with media

· Ensuring that a phone line remains open for enquiries

· Organising timetable / routine for the day. (Adhere to normal school routine if possible)-staff & SNA’s

· Discuss how the facts will be shared with the students. (There should be an agreed  approach to this if possible)

· Organise staff meeting if appropriate

· Ensure any absent staff members are kept informed 

· Organise supervision of pupils during staff meetings

· Decide whether an outside professional be invited to the staff meeting 

· Distribution of relevant handout material – See RESOURCE Document

· Ensure that a quiet place can be made for students / staff 

· Media Briefing (if appropriate)

· Protect the family’s privacy

· It is important to obtain accurate information about the incident- Principal/Deputy Principal

1. What happened, where and when?

2. What is the extent of the injuries?

3. How many are involved and what are their names?

4. Is there a risk of further injury?

5. What agencies have been contacted already?
· Contact appropriate agencies- Principal/Deputy Principal

1. Emergency services

2. Medical services

3. H.S.E. Psychology Departments/Community Care Services

4. NEPS

5.   BOM

6.   DES/Schools Inspector

· Class teachers to take note of any absentees who might need to be contacted, list of friends etc, or any other relevant information.  This is to be given to the Student Liaison person(Ann Flynn)

Inform parents/guardians

Children directly involved:

Parents/guardians should be contacted as soon as possible, and this first contact will need to be handled with great sensitivity- Chaplain/Principal

· Agree who should share information with parents and how this should be done.

· Make a list of parents/guardians who have been contacted and those who still need to be told to avoid

    duplication of messages.

· Give parents/guardians relevant and factual information.

· Set a room aside for distressed students to meet their parents/guardians.

· Provide support to parents who are on their own when they arrive at the school.

· Give telephone numbers for enquires.

Children not directly involved:

The parents of other children in the school should be informed of the incident and that their child may be upset. Send a letter to parents stating the facts and brief details of the incident. It may not be appropriate at this point to disclose the names of those involved (sample letter attached).

Inform students

Careful preparation is important. Consideration should be given to the age of the pupils. It is best to do it in class groups. The suitability of the ‘messenger’ should also be considered, remembering that it is generally thought that support is best given by the adults known to the child. Any outside ‘expert’ might help by assisting the people undertaking this task to prepare for it and providing ongoing advice and support as they manage it. The nature of the event will clearly have an influence on how students are informed.

Key points are:

· Give facts and avoid speculation. This will help to dispel rumours which can cause unnecessary stress. 

· Allow pupils to ask questions, tell their story and express feelings.

· Help students realise that overwhelming emotions are natural and normal following a critical incident. 

    (See RESOURCE documents on reactions to grief attached)  

· Make contact with the bereaved family
MEDIUM-TERM ACTIONS (24 – 72 hours)

· Review events of first 24 hours

· Preparation of students/staff attending funeral
· Involvement of students/staff in liturgy if agreed by bereaved family 

· Facilitation of students/staffs responses, e.g. Sympathy cards, flowers, Book of Condolences, etc. 

· Ritual within the school 

· Review the events of the first 24 hours 

· Reconvene key staff / Critical Incident Management Team

· Briefly check out how each person on the team is coping

· Decide arrangements for support meeting for parents / students / staff

· Decide on mechanism for feedback from teachers on vulnerable students

· Have review staff meeting with all staff if necessary. Ensure all staff are kept up to date on any developments

· Be sensitive as to how all staff are coping on a personal and professional level

· Establish contact with absent staff and pupils

· Update media, if necessary

Arrange support for individual students, groups of students, and parents, if necessary

· Provide a suitable room.

· Hold support /information meeting for parents/students in order to clarify what has happened. 
· Offer advice and reassurance. Inform them about support services and provide relevant Handouts – See Section 3 above.
· Give any teacher who feels uncomfortable with involvement in support meetings the choice of    
· opting out

· Arrange, in consultation with outside agencies, individual or group debriefings or support meetings with parental permission. See Appendix 4 for sample letter for parental consent. 

Plan for the reintegration of students and staff (eg absentees, injured, siblings, close relatives etc. )

· Ann Flynn to liaise with above on their return to school.

Plan visits to injured

· Chaplain/Principal/Deputy Principal to visit home/hospital.
· Students visit as well as teachers
Liaise with the family re funeral arrangements / memorial service

· Designate staff member to liaise with family, to extend sympathy and clarify the family’s wishes   regarding the school’s involvement in funeral / memorial service

· Arrange a home visit by 2 or more staff reps within 24 hrs, if appropriate

· Have regard for different religious traditions and faiths

· Teachers and students accompany remains to church for removal

· Request parents to remain nearby for funeral / guard of honour
Attendance and Participation at funeral / memorial service

· Decide this in accordance with parents’ wishes and school management decisions and in consultation with close school friends.

· Transport provided for those who need it

· Full participation of school community in Liturgy with due sensitivity to local clubs 

· the student belonged to

School Closure

· Request a decision on this from school management and school inspector.

· Keep school open if at all possible. Keep people together for support and information. 
· Children benefit from the routines of school even if they are changed for a while.

· Bring children together in another location in their class groups if school is unavailable

Post Trauma Stress debriefing for STAFF – not therapy or counselling. Outside expert brought in to facilitate. Follow with relaxation sessions.

Prayer Service:  Flowers (colour)   Candles (light)

Research details of student’s life, favourite prayers, hymns, pop groups, soccer team, TV programmes, hobby, favourite subjects.  This research might take an hour.

Following Days

· A  book of Condolences opened and left around for a month

· Shrine set up – in place for a week or more. Photos, flowers, copies – his/her last written word – little commentaries on these, prayer bouquets (prayers written and put in special box), poems, religious objects

· Classes visited occasionally by Chaplain to check in and offer help

· Flowers carried each ‘Tuesday’ to the grave for a month to commemorate death which was a Tuesday

· Family visited regularly and children informed of how they are, if appropriate.

· Advice given to students on what to say when a brother / sister of deceased returns – 
· Listen .. ; don’t be afraid to mention name of the deceased…….

· Work to sustain the health of the staff

Longer Term Actions

Monitor students for signs of continuing distress

A referral to the H.S.E. may be necessary. (See Doc 4.5 – Normal Reactions to a Critical Incident).

For example, if over a prolonged period of time, a student continues to display the following, he/she may need assistance from the Health Board:

· Uncharacteristic behaviour

· Deterioration in academic performance

· Physical symptoms – e.g. weight loss / gain; lack of attention to appearance; tiredness; restlessness
· Inappropriate emotional reactions

· Increased absenteeism

Evaluate Response to Incident and amend the Critical Incident Management Plan appropriately

· What went well?

· Where were the gaps?

· What was most/least helpful?

· Have all necessary onward referrals to support services been made?

· Is there any unfinished business?

Formalise the critical Incident Plan for the future

· Consult with your NEPS psychologist and /or local Health Board Critical Incidents Team about this

Inform new staff / new school pupils affected by Critical Incidents where appropriate

· Ensure that new staff are aware of the school policy and procedures in this area

· Ensure they are aware of which pupils were affected in any recent incident and in what way

· When individual pupils or a class of pupils affected by an incident are transferring to a new school, it would be useful to brief the Principal of the new school

Decide on appropriate ways to deal with anniversaries (be sensitive to special days and events)

· Anniversaries may trigger emotional responses in students/staff and they may need additional support at this time

· Acknowledge the anniversary with the family and liaise on any proposed commemoration

· Be sensitive to significant days like Birthdays, Christmas, Mother’s Day, Father’s Day

End of First Year and After

· Commemorate anniversary

· Be aware of reactions re triggered leading to new problems

· Some individuals will still need support e.g. siblings , classmates , staff , other pupils

· Continue coping strategies e.g. Circle Time

· Prepare for transition e.g. change of school – pass on information on to next school

· Organise creative activities for whole school

· Continue with help from outside agencies - psychologist etc.
Real recovery can take 2 years.

For some the impact can persist + other aspects of health and well-being can be affected.

Teachers still affected or involved in pupil care may be hurt by comments from colleagues implying “they should be over it all now” or comments which deny the reality + significance of the incident and their experience

Dealing with the media

Prepare a written statement to include:

· the facts about the incident

· what has been done already

· what is going to be done

· positive information or comments about the deceased person

Some points to remember if you are asked to give a live interview:

· consider assigning the task to someone skilled or familiar with dealing with the media

· take some time to prepare

· remember that everything you say is on record and, therefore, keep it simple, factual and brief

· decline if you not ready or think it inappropriate

SAMPLE LETTER 1

(In the event of a tragedy – to class involved)

Dear Parents,

The school has experienced (the sudden death, accidental injury) of one of our staff/pupils.  We are deeply saddened by the death/event.

(Brief details of the incident and in the event of a death, details re school opening/closing and funeral agreements)

We have support structures in place to help your child cope with this tragedy (elaborate, e.g. counsellors, psychologists, family support workers)

If you would like advice or assistance you may contact the Principal at the school.

Yours sincerely,

_______________________

Ann Kearns (Principal)

SAMPLE LETTER 2

(letter to parents requesting consent for involvement of outside professional(s))

Dear Parents,

Following the recent (tragedy, death of X) we have arranged professional support for pupils in school who need particular help.  (X….) is available to help us with this work.  This support will usually consist of talking to children, either in small groups or on a one-to-one basis and offering reassurance and advice as appropriate.

Your child has been identified as one of the pupils who would benefit from meeting with the psychologist.  If you would like your child to receive this support please sign the attached permission slip and return it to the school by ………………

If you would like further information on the above or to talk to the psychologist, please indicate this on the slip or telephone the school.

Yours sincerely,

______________________

Ann Kearns (Principal)

------------------------------------------------------------------------------------------------------

I/We consent to having my/our child met by a psychologist employed by the Minister for Education & Science.

I/We understand that my/our child may meet the psychologist(s) in an individual or group session depending on the arrangements which are thought to be most appropriate.

Name of pupil: _______________________________________________

Class/Room: _________________________________________________

Date of Birth: ______________________________

I would like my child ________________________________ to avail of the 

support being offered by the psychologist.

Signed: ____________________________________


           Parent/Guardian

Critical Incident Phone Numbers

	Pastoral
	Fr.Joe Mc Grath
	09064-81239

	
	
	087-1161388

	
	Mons. B.Noonan
	09064-81180

	
	
	0870538095

	HSE
	Emergency
	999

	
	Primary Care-Clonbrusk
	09064-24840

	
	Soc. Worker-Secretary

TUSLA
	09064-83106

	
	Principal Soc. Worker-

Mary Tiernan
	09064-83146

	
	Moate Medical Centre
	0906481165/0906481130

	
	Tullamore General Hospital
	05793-21501

	Gardaí
	Moate
	09064-81106

	
	Athlone
	09064-92609

	
	
	09064-92600

	
	
	09064-98550

	N.E.P.S
	Mullingar Office 
	018650573

	
	Head Office
	018892700

	SENO, NCSE
	Gerard Kirwan
	016033342

	School Inspector
	Helen Ni Dhuinn
	Helen_NiDhuinn@education.gov.ie

	Public Health Nurse
	Loretto Howard
	086-3801115

	Psychologist
	Secretary
	09064-24813



	Psychologist
	Colm Mc Mahon
	09064-24882


CIMT Action Plan Check list
Short-term Actions - Day 1

	Task


	Name

	Gather accurate information


	

	Who, what, when, where?


	

	Convene a CIMT meeting - specify time and place clearly


	

	Contact external agencies


	

	Arrange supervision for students


	

	Hold staff meeting
	All staff



	Agree schedule for the day


	

	Inform students (close friends and students with learning difficulties may need to be told separately)


	

	Compile a list of vulnerable students


	

	Contact/visit the bereaved family


	

	Prepare and agree media statement and deal with media


	

	Inform parents


	

	Hold end of day staff briefing


	


Medium-term Actions- Day 2 and Subsequent Days

	Convene a CIMT meeting to review the events of day 1


	Team leader

	Meet external agencies


	

	Meet whole staff


	

	Arrange support for students, staff, parents


	

	Visit the injured


	

	Liaise with bereaved family regarding funeral arrangements


	

	Agree on attendance and participation at funeral service
	

	Make decisions about school closures
	B.O.M.


Follow-up-beyond 72 hours

	Monitor students for signs of continuing distress


	Class teachers



	Liaise with agencies regarding referrals


	

	Plan for return of bereaved student(s)


	

	Plan for giving of ‘memory box’ to bereaved family


	

	Decide on memorials and anniversaries


	BoM/staff, parents and students

	Review response to incident and amend plan


	Staff/BoM


Policy reviewed by staff and Board of Management of An Grianán N.S. in ________
_________________________________

_________________________

Chairperson





Date

_________________________________

_________________________

Principal                                                      

Date
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