Roan St Patrick’s Primary School
CRITICAL INCIDENT POLICY & PLAN
Section A Introduction
Roan St Patrick’s aims to protect the well-being of its pupils and staff by providing a safe and nurturing environment at all times. 
The school’s mission statement states: 
‘We the Governors and staff of Roan St Patrick’s believe the school to be a vital part of the Catholic Community.  We are firmly committed to:

· The aims of Catholic Education

· Providing effective education for all our children

· Developing positive effective pastoral care systems in our school

· Establishing close links with the home, 

the parish and the wider community

Roan St Patrick’s seeks to establish an educational community, centred on Christ so that His values and gospel message pervade the whole life of the school.
The Board of Governors, through the Critical Incident Management Team has drawn up a Critical Incident Management Plan (CIMP Appendix A) as one element of the school’s policies and plans within the Pastoral Care arrangements.

A Critical Incident Management Team (CIMT) has been established to steer the development and implementation of the plan. 

Definition

The Governors and staff of Roan St Patrick’s recognise a critical incident to be “an incident or sequence of events that overwhelms the normal coping mechanism of the school”. Critical incidents may involve one or more pupils or staff members, or members of our local community. 
Staff will know that they have a significant role at this time and that their contribution is both valued and acknowledged.  However, it is recognised that on occasion some members of staff may not be in a position to take an active role in managing a critical incident.  

The effects of a critical incident on a pupil or staff member can be wide ranging and can impinge upon his or her family particularly if the pupil is close to those at the centre of the crisis or the incident.  A critical incident can also impact on the wider community including pupils and staff from other schools.
Types of incidents might include:

· The death of a member of the school community through accident, violence, suspected suicide or other unexpected death whether during or out of school hours
· Disappearance of a pupil or member of staff 

· Death or injury of a pupil or staff member on a school outing

· Serious injury to pupil or staff member as a result of a road traffic accident

· Serious assault on pupil or staff member in school

· Violent/disturbed intruder on school premises during school day
· An intrusion into the school
· An accident involving members of the school community
· An accident/tragedy in the wider community
· Serious damage to the school building through fire, flood, vandalism, etc
· Civil disturbance in local community
· Pupil with contagious illness

· Immediate evacuation of the school with no likelihood of return for a number of hours
Aim

The aim of the CIMP is to help school management and staff to react quickly and effectively in the event of an incident, to enable us to maintain a sense of control and to ensure that appropriate support is offered to pupils and staff. Having a good plan should also help ensure that the effects on the pupils and staff will be limited. It should enable us to affect a return to normality as soon as possible.

Creation of a coping supportive and caring ethos in the school

Our curriculum and pastoral care arrangements aim to help and support both staff and pupils, thus preparing them to cope with a range of life events. These include measures to address both the physical and emotional needs of the school community.

Physical Needs
• Evacuation plan formulated

• Regular fire drills occur

• Fire exits and extinguishers are regularly checked

• Public access doors are locked during school hours

• School doors are security locked during class time

• Rules of the playground are agreed and known by the school community
Emotional Needs
The Governors and staff of Roan St Patrick’s aim to use available programmes and resources to address the personal and social development of pupils, to enhance a sense of safety and security in the school and to provide opportunities for reflection and discussion. Details can be found within other relevant policies such as Pastoral Care, Child Protection and Anti-bullying.
Consultation, Training & Support
· Consultation has taken place with the whole school community as the Policy and Plan have been developed

· Staff have accessed training from the EA Pupil Personal Development Team as the policy has been developed
· Staff are familiar with the Child Protection Guidelines and Procedures and details of how to proceed with suspicions or disclosures
· Books and resources on difficulties affecting the primary school pupil are available
· Emotional health and well-being is an integral part of the school curriculum
· The school may use a range of external agencies for support
· Inputs to pupils by external providers are carefully considered in the light of criteria about pupil safety, the appropriateness of the content, and the expertise of the providers
· The school has a clear policy on anti-bullying and deals with bullying in accordance with this policy
· There is a comprehensive Pastoral Care System in place in the school

· Pupils who are identified as being at risk are referred to the designated staff member, concerns are explored and the appropriate level of assistance and support is provided. Parents are informed, and where appropriate, a referral is made to an appropriate agency

· Members of staff are informed about how to access support for themselves.
Section B Critical Incident Management Team (CIMT)

A CIMT has been established in line with best practice. The plan balances the twin objectives of managing the incident and meeting the needs of the whole school community.  The plan identifies the key aspects that need to be dealt with at various stages of a critical incident.  These may be grouped together according to their priority so that the essential tasks are dealt first and others follow as required.

These key tasks include:

· A school response depending on the nature of the incident

· Essential tasks, contingency arrangements and staff deployment

· Clear lines of communication

· A resource contact list of external agencies

· Support for staff and pupils

· Procedures for dealing with the media

· Plans for ongoing support and

· Consideration of memorials or commemorations

During the immediate management of a critical incident we will

a. Follow our Critical Incident Management Plan – See Appendix 1
b. Complete the Critical Incident Running Report – See Appendix 3
Members bring a wealth of experience and expertise to the team and were selected on a voluntary basis and will retain their roles for at least one school year.  The members of the team will meet biannually and after an incident to review and, if necessary, update the policy and plan. Each member of the team has a dedicated critical incident folder. This contains a copy of the policy, a site plan and materials particular to their role, to be used in the event of an incident.

Section C Preparation and implementation of the

Critical Incident Management Plan
Roles

The key roles covered are as follows:

• Team Leader  
Stephen Mone
• PSNI liaison 

Stephen Mone/Ann-Maria O’Lone
• Staff liaison 

Ann-Maria O’Lone /Lisa Magill
• Pupil liaison 

Ann-Maria O’Lone /Lisa Magill
• Parent liaison  
Ann-Maria O’Lone /Lisa Magill
• Community liaison  
Stephen Mone/Martin Daly (BOG)
• Media liaison  
Stephen Mone/Martin Daly (BOG)
• Administrator 
Secretary
[For key responsibilities of each role see Appendix 3]
Record keeping

In the event of an incident the Critical Incident Running Record will be completed regularly throughout the incident as a record of the actions and procedures undertaken.
Mr Mone and/or Mrs O’Lone / Mrs Magill will have a key role in receiving and logging telephone calls, sending letters, photocopying materials etc.
Confidentiality 
The management and staff of Roan St Patrick’s have a responsibility to protect the people involved in any incident and will be sensitive to the consequences of any public statements. 
Critical incident rooms

In the event of a critical incident the following rooms will be used: 
· the Staff Room - to meet the staff

· the Library - for meetings with pupils 
· the Library - for parents 
· the Principal’s office for media (if required)
· the Library for other visitors

Consultation and communication regarding the plan

· All governors and staff have been consulted and their views canvassed in the preparation of this policy and plan.  Parents were also consulted and their comments requested by the draft policy being made available

· Our school’s final policy and plan in relation to responding to critical incidents has been presented to all staff
· Each member of the critical incident team has a personal copy of the plan.

· All new and temporary staff (as appropriate) will be informed of the details of the plan 

· The plan will be reviewed and, if necessary, updated bi-annually and after an incident 
Support for Staff and Pupils

As part of our ongoing support for staff we will access assistance from the Critical Incident Response Teams at the Education Authority Southern Region.  Appendix 3 details the contact numbers of all relevant bodies.

School Closure

Depending on the nature of the critical incident and its impact on the school it may be necessary to suspend the normal timetable for a period of time to permit an appropriate response.  The school will endeavour to inform all stakeholders of an imminent school closure at the earliest possible time.

Critical Incidents during Weekends and School Holidays

When required the CIMT will meet during periods outside normal school hours to implement the CIMP as required.

During the Incident

It is important to remember that no two incidents are alike.  As soon as the school becomes aware of any incident that might have an impact on it, the Principal or Critical Incident Team Leader will find out the facts and assess its significance for the school.  The Principal or Critical Incident Team Leader will determine the response that will emerge and enact the Critical Incident Management Plan. 
The immediate Key Tasks will be:

· Responding to any inevitable risk or threat e.g. evacuation or first aid
· Notifying the emergency services/other relevant authorities and agreed parties

· Mobilising the Critical Incident Management Team

· Agreeing the school routine for that day

· Informing staff

· Establishing a dedicated, telephone line

· Setting- up recovery/designated room

· Informing pupils and parents

· Preparing/adapting a media statement

· Assessing the initial impact of the critical incident on staff and pupils
The Critical Incident Management Plan – See Appendix 1
Additional Information/Guidance

Normal School Routine

Schools should restore normal school routine as soon as practicable.  It may be useful to continue

certain curriculum activities at intervals during the days following the critical incident.  Sustaining

the normal routine, with timetable flexibility to allow pupils and staff to access support from the

education and library boards’ Critical Incident Response Teams and external agencies, will

maintain a sense of continuity and stability for the whole school community.

Briefing Sessions for Staff

It is essential that staff receive factual information on what has occurred, how the incident will be

handled and how they can contribute to the school’s response.  A formal staff briefing should take

place as soon as possible after the circumstances of the incident are known with a time set for

formal debriefing at the end of the school day(s).  Absent teachers should also be briefed on the

situation.

This information should be given by the Principal or Team Leader.  Staff should be kept updated

on developments during the course of the day and this can be done during morning breaks and/or

lunchtime using the staff room.

The initial briefing should:


Breaking the News to Pupils

It is important to inform pupils of a critical incident as soon as possible.  Delaying a formal

announcement may make the situation worse, as rumour can add another aspect to handling the

critical incident and pupils may feel that a delay shows a lack of concern or sensitivity by the

school staff and could undermine the credibility of information given later.

Consideration should be given to the range of different groups among the pupils and how they are

to be informed.  Very young children and those with special educational needs must be informed in

a way which is appropriate, using language and methods of communication already familiar to

them.

To reduce the potential for creating a highly charged emotional atmosphere schools should

consider informing pupils in small groups, for example, siblings, close friends, class group, and

year group preferably in their regular classroom setting.  Many pupils will likely be in shock so a

small group setting will also act as a ‘safe space’.  The best person to communicate this difficult

news will normally be the class/form teacher or the Head of Year.  Staff should be able to decline

this task if he/she feels unable to do it.

Before making the announcement of a critical incident attention needs to be given to what the

pupils are to be told as well as how they are to be told.  Appendix 6 provides sample

announcements and Appendix 7 provides useful information on informing pupils.  Teachers should

be given a carefully worded announcement to read aloud in classrooms.

Where there has been a death it is important that the bereaved family’s right to privacy is respected. 

In this instance the announcement made to pupils will usually include a statement of condolence

and this should be sensitive to the different religions and cultures present in the school community. 

The announcement should also advise pupils of the support arrangements to be put in place and

how these can be accessed.

Staff should be aware that young people’s understanding of death will depend on their cognitive

and developmental stage.  Appendix 8 provides information on the concept and common reactions

to death in various age ranges.

In the case of a suspected suicide there are a number of issues that need to be considered.  These

issues are dealt with at Appendix 9.

Making the Announcement to Pupils

Teachers should make the announcement simultaneously, where possible, to ensure that pupils

attending school hear about it at the same time.  Before making any announcement teachers should

be mindful of vulnerable pupils in the group including those recently bereaved, those with special

educational needs and those with English as an additional language.  When making the agreed

announcement teachers should pass on the facts that are known, never speculate on the cause or

causes of the incident and e truthful when questions cannot be answered.

After the announcement teachers should always allow sufficient time for pupils to begin to discuss

their feelings.  Teachers do have a listening, supportive and containing role and should be

encouraged to remain calm and to listen to the pupils.

Supporting Pupils

After making the announcement teachers should allow time for discussion.  Allowing pupils to

share experiences helps with recovery, Appendix 10 “How School Staff Can Support Pupils at A

Time of Crisis” and Appendix 11 “Responding to Pupils Questions following A Sudden Death”

provides useful guidelines and responses for teachers.  There is also a need for on-going

monitoring of pupils while in class, corridors and school’s grounds to ensure they are supported.

A school should always provide a designated area/areas for pupils should they wish to come out of

class.  There, they should be allowed to talk about their feelings to someone, for example, a

member of the school’s pastoral care team or a member of the education authority’s
Critical Incident Support Team, a counsellor supporting the school or a school nurse.  For those

pupils that are particularly distressed the suggested information contained at Appendix 12 can be

used as part of the support arrangements.  Consideration may need to be given for these pupils to

go home.  Arrangements should be made directly with parents to ensure that the pupils are

supported at home.

The independent Counselling Service for Schools can provide support for pupils who are

distressed.

Pupils Absent from School

Pupils who are absent from school due to illness, work experience, educational trips or suspension should also be informed.  This is of particular importance if a pupil has died and the absent pupil is in the same class or is a known friend.  In such a case, early contact should be made with the pupil’s parent by the class or Form Teacher.  A pupil’s return to school in any of these circumstances requires sensitive management.

Vulnerable Pupils

Schools should acknowledge that the critical incident may act as a trigger for an extreme response

by some pupils who are vulnerable even though they are not directly involved.




Pupils with special educational needs including pupils with learning and communication

difficulties will require special consideration from staff.  They may be at a different developmental level to their peers, which may affect their understanding of trauma and death.  These pupils should be told the news separately if possible by using short simple sentences in language appropriate to their level of understanding.  They may ask the same questions repeatedly and need extra patience and support.  Non-verbal approaches such as pictures, drawings and photographs may help them to explore and express their feelings and concerns.  The school’s Special Educational Needs Coordinator should be asked about the best approach for pupils with special needs.

Informing Parents

When a critical incident occurs, parents must be informed.  The type of critical incident will

determine the nature of contract with parents and the urgency with which this is done.

Parents of pupils directly involved should be telephoned or visited.  If the death of a pupil has

occurred, one has to be mindful of the bereaved parents’ needs.  It is important for the Principal or

another school representative to kame contact with the parents as soon as possible to express

sympathy, liaise over messages of condolence from staff/pupils and to discuss funeral

arrangements.  Schools should always take into account the wishes of the family before sending

school representatives including pupils to a funeral and be sensitive to different religious practices

and cultures.

Other parents also need to be informed; this is likely to be done most effectively by letter.  Appendix 13 provides a letter and Appendix 14 gives practical and constructive suggestions on how parents can support their children.  Schools should consider issuing the information at Appendix 14 along with this letter.

When making contact with parents it is important that nay letter issued should give the facts of the critical incident and ensure that only accurate information is shared.  Schools should also consider the needs of parents whose first language is not English.

Schools also need to have a contingency plan where the critical incident requires all parents to be contacted as a matter of urgency.

Role of Parents

Parents can play a supportive role in helping pupils cope at a time of crisis.  It is helpful for the school and parents to communicate shared messages when supporting the children.  A unified approach will make things easier to manage and it is important that those with parental responsibility know how to access support both within the school and externally.

In all cases, giving parents some information on how young people react to a traumatic event will be helpful and reassuring, for example, pupils may be anxious, lack concentration and be restless or unable to sleep.  Where there are vulnerable pupils, some parents may need to be contacted personally.

Media Management

While schools are under no obligation to speak to the media, co-operation with the media can make the difference between accurate and inaccurate reporting.  Agreed necessary procedures must be in place to deal with the media before a critical incident occurs.  It is important that a structured approach to media management is developed to ensure a positive and supportive response from the media.  All education and library boards have a Communications Officer/Unit whose role it is to facilitate media communications for schools in their area.

Appendices 15 and 16 provide useful guidance on dealing with the media following a critical incident.


Pupils should also be advised about dealing with contact from or with the media.  Pupils should also be encouraged to use discretion when commenting about the incident on social networking sites.

Support for Staff

The impact of a critical incident on staff may be distressing and some may have difficulty coping.  The extent of this impact will depend on staff involvement in the incident and the particular circumstances pertaining to it.  The impact will also vary according to staff experience and training, coping skills, past trauma history and current stresses.

Sources of help and support need to be in place as an integral part of the Critical Incident Management Plan and not hastily arranged at times of tragedy.  A school ethos that promotes a caring, supportive community is an important pre-requisite for helping all staff to feel valued and to cope at times of great stress.  In addition to support arrangements for all staff from within the school, external sources of help should be identified and made known to all.  Any counselling support should be considered within the framework of a whole school approach to managing a critical incident.

The needs of the Principal and other senior members of staff, who are expected to exercise sensitive and strong leadership during the incident, must also be provided for in the Plan.  While this group of staff may be well supported from within the school, it is likely that support will also come from outside the school.  Sources of help may include experienced advisers from the employing authorities, the Board of Governors and relevant clergy/faith workers.

During a crisis, consideration needs to be given to the provision of opportunities for staff, as individuals or in groups, to discuss their own reactions to what has happened, to assess the climate of the school and to share their observations on the monitoring of vulnerable pupils.

Staff must be well supported during a crisis.  In order to support pupils effectively, staffs need to be kept informed, to understand the importance of their role and to be supported themselves.  The need of all staff must be monitored and appropriate support provided.

Support within School

Informal support in school may be available through staff, colleagues and friends who can help each other and, if appropriate, someone in the senior Management Team, if not already involved.

More formal support may include, for example, providing cover arrangements for staff that are temporarily unable to carry out their normal duties, arranging for staff to have time out if necessary and advising staff of external support that may be available to them.

External Support

In the immediate aftermath of a critical incident the school community needs the type of support described in this document such as calm reassurance by familiar adults.  The school can be supported in providing this by the education and library boards’ critical Incident Response Teams in conjunction with the Independent counselling Service for School.  In the longer term, however, staff may benefit from counselling support, such as that provided by the employing authority or other community based counselling services.

Assisting Statutory Investigations

Schools need to be aware that a critical incident, in particular, the sudden death of a pupil can trigger an investigation that may involve a number of statutory agencies.

The sudden death of a pupil is an extremely difficult and emotionally charged time for all concerned.  Schools should be aware that alongside a coroner’s inquest there may be other officially established reviews or inquiries into the pupil’s death and the circumstances surrounding it.

It is important that schools anticipate being asked to contribute information about the pupil to any such review or inquiry and ensure that all relevant records are secured.  It is important to stress that the purpose of such reviews is not to inquire into how a child died or who is culpable.  It is to learn from the experience on how best to protect children in the future and if there are ways of improving the practice of all professionals working with children particularly in relation to multi-disciplinary and inter-agency working.
Section D – Post Critical Incident
Follow up work post Critical Incident may include work in a number of areas.  Advice will always be sought from the relevant agencies before commencement of this work.  
Advice and guidance on dealing with a specific follow up area will take cognises of guidance as found in each of the attached appendices. 
AFTER THE INCIDENT

The aim of the work carried out in our school during the weeks, months and sometimes years following a critical incident will be to help the immediate and broader community cope with and recover from the critical incident.  A return to normal routine will include careful and sensitive planning, timing and implementation.  Staff will continue to monitor pupils’ emotional wellbeing and be attentive to pupils with on-going difficulties.

Support for Pupils

Returning to school for some pupils after a critical incident may be very difficult and we will aim to provide as much continuity as possible.  Suitable arrangements to support a pupil or pupils returning to school should be made.


Appendix 17 deals with planning a positive return for a bereaved pupil.

A record will be kept of a pupil who has been affected by bereavement.  We will use Appendix 18 to assist.  When a pupil affected by a critical incident leaves our school we will inform the new Appendix 19 provides a sample form.

Pupils who continue to show signs of significant distress after a number of weeks and who are finding the return to normal school routine difficult may require a referral for specialist intervention.  We will also consider the need for support plan for individual pupils or a group of pupils returning to school after a long absence or those considered at risk.  Safeguarding children is a multi-agency issue and may become a child protection issue and thus we liaise with external agencies for appropriate guidance and reassurance.  The support plans for these vulnerable pupils should become an integral part of the schools’ pastoral care arrangements.

Staff may have to cope with the continuing impact of the critical incident and with issues as they arise during teaching and learning.  The classroom provides opportunities to deal with these issues in a more extensive way.  It would be unwise to focus obsessively on the critical incident, yet issues arising from the event should not be avoided.  We will remember that some pupils’ ability to concentrate is significantly affected after a critical incident.

Support for Bereaved Families

The family of a pupil who has died will require support for a long time after the tragic event.  Family members may be at the same school and have difficulty in adjusting to their loss.  Parents may wish to have mementos of their child’s involvement in the life of the school and to hear about his/her achievements.

The return of personal belongings and/or school work to the family, perhaps in a ‘memory folder’ or ‘memory box’ will be handled sensitively.  We will also consider what to do when events arise that would have involved the deceased pupil, for example, aware ceremonies. 

Support for Staff

Some staff may need support in the longer term.  The strain on staff of leading a school through a critical incident can be profoundly disturbing and may not be identified until after the crisis.  Staff, both teaching and non-teaching, can often underestimate the impact on them and may not recognise that they are experiencing difficulty.  The Critical Incident Management Team will be alert to this possibility and ensure that staff are directed to sources of support.

Memorials and Commemorations

The Governors and staff of Roan St Patrick’s may hold a memorial or commemoration.  Holding a special assembly is a way of celebrating the life and achievement of the pupil or colleague and gives the school a corporate means of thanksgiving and farewell.  The wishes of the bereaved family will always be taken into consideration and we will be mindful of different religious faiths and accepted practices.

Significant dates such as anniversaries or celebrations may revive deep feelings among pupils and staff and need careful handling if new problems are not to be created.  Additional support for pupils and staff may be required at this time.  In addition, it is important to take account of any long-term legal processes, for example, a court case or an inquest, possible media interest and any related public events which may be unsettling for the school.

Review of Critical Incident Management Plan

A review will be carried out within six weeks of a critical incident.  This review will be undertaken in collaboration with those support agencies involved and should include consultation with the school community to evaluate the effectiveness of the Plan and to make necessary modifications if required.

.

The Critical Incident Management Team will meet on a termly basis to discuss the Plan and ensure that it is fit for purpose including considering the recent experiences of other schools.  Key contact details should always be reviewed on a termly basis.

There must be a formal review of the critical Incident Management Plan annually.

Section E - Conclusion

References
The CIMT has consulted resource documents provided to schools as well as publications listed in the resources section of this book.

These include:

· EA Critical Incident Response Manual & Resources Disk

· Document draft: Every School a Good School - A guide to Managing Critical Incidents in Schools DE – PEHAW  Work Stream
· Protecting Life in Schools – DE  - PEHAW  Work Stream
· Community Response Plan - Protect Life Strategy
· When Tragedy Strikes: Guidelines for Effective Critical Incident Management in Schools (INTO/Ulster Teachers Union 2000)

· Responding to Critical Incidents; Guidelines for Schools (NEPS 2007)

· Winstonswish Foundation, help for grieving children and their families. www.winstonswish.org.uk
· A national charity committed to improving the mental health of all children and young people. www.youngminds.org.uk
· The Childhood Bereavement Network (CBN) is a multi-professional federation of organisations and individuals working with bereaved children and young people. www.childhoodbereavementnetwork.org.uk
· Cruse Bereavement Care exists to promote the well-being of bereaved people and to enable anyone bereaved by death to understand their grief and cope with their loss. www.crusebereavementcare.org.uk
· Education NI – Guide to Managing Critical Incidents in Schools 2017
Draft policy adopted:

16th October 2019 to be formally ratified at next Board of Governors Meeting (December 2019)
Signed 

M Daly (Chairman)

S Mone (Principal)

Appendix 3
KEY RESPONSIBILITIES OF CRITICAL INCIDENT TEAM MEMBERS

Team leader 
· Usually the Principal

· Alerts the team members to the crisis and convenes a meeting

· Coordinates the tasks of the team

· Liaises with the Board of Governors

· Liaises with the bereaved family

In the absence of the team leader, Mrs O’Lone and Mrs Magill will assume the lead.

PSNI liaison

· Liaises with the PSNI

· Ensures that information about deaths or other developments is checked out for accuracy before being shared

Staff liaison 

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

· Advises staff on the procedures for identification of vulnerable pupils

· Refers staff to materials from their critical incident folders

· Keeps staff updated as the day progresses

· Is alert to vulnerable staff members and makes contact with them individually

· Advises them of the availability of Staff Care Services and gives them the contact number.

Pupil liaison

· Alerts other staff to vulnerable pupils (appropriately)

· Provides materials for pupils (from their critical incident folder)

· Keeps records of pupils seen by external agency staff

· Looks after setting up and supervision of ‘quiet’ room where agreed

Community/agency liaison

· Maintains up to date lists of relevant contact numbers such as emergency support services and other external contacts and resources

· Liaises with agencies in the community for support and onward referral

· Coordinates the involvement of agencies 

· Reminds agency staff to wear name/visitor badges 

· Updates team members on the involvement of external agencies

Parent liaison

· Arranges parent meetings, if held

· May facilitate such meetings, and manage ‘questions and answers’

· Ensures that sample letters are typed up, on the school’s system and ready for adaptation

· Sets up room for meetings with parents

· Maintains a record of parents seen

· Meets with individual parents

· Provides appropriate materials for parents (from their critical incident folder)

Media liaison

· Will draw up a press statement, give media briefings and interviews (as agreed by school management). Will consult Communications Officer CCMS/EA.

· Where appropriate, may liaise with the EA Legal Services and relevant teacher unions.

Administrator

· Maintains up to date telephone numbers of 

· Parents or guardians 

· Teachers 

· Emergency services

· Takes telephone calls and notes those that need to be responded to 

· Ensures that templates are on the schools system in advance and ready for adaptation 

· Prepares and sends out letters, emails and faxes 

· Photocopies materials needed 

· Maintains records of all correspondence

give a brief statement of factual information;


outline the school’s response and proposed plan of action;


allow staff to ask questions and to get a response;


outline staff responsibility for monitoring pupil and staff welfare;


identify vulnerable staff 


clarify specific responsibilities for staff;


advise staff on procedure for dealing with media enquiries;


advise staff on agreed procedure for informing pupils and parents;


inform staff of the support services that are available;


reassure staff and pupils that they will be supported; and


advise staff of time/place of next briefing and debriefing session.














Vulnerable pupils include:


close friends and relatives of those affected:


pupils with a history of self- harm or suicidal ideation;


pupils who have experienced recent bereavement or separation;


pupils with mental health difficulties;


pupils with a history of substance abuse;


pupils with child protection needs;


pupils with learning, communication or sensory difficulties;


non-communicative pupils who have difficulty talking about their feelings; and


pupils experiencing serious family difficulties including mental/physical illness.








It is, however, strongly recommended that before making a statement:


A check is carried out with the police, ambulance, and fire and rescue service:


The relevant education and library board Schools’ Communications Officer is contacted for advice on the statement;


A decision is taken on whether all media enquiries and follow up enquiries are handled by the Principal or another designated member of the Critical Incident Management Team;


An accurate, factual report is prepared as background to any questions;


No other staff should make comment or provide comment on the incident;


News media should not be permitted on school property without the prior approval of the Principal.  This applies to television, radio, print media and photographers.








These arrangements include:


arranging a home visit to discuss plans for returning to school even on a


phased basis:


helping arrange a rota of support from school friends:


arranging for school work to be sent home where appropriate:


briefing staff and pupils on how best to support individuals returning to 


school;


arranging support for temporary or permanent mobility difficulties or 


disfigurement; and


Planning support for emotional needs e.g. leaving class when distressed.








The review should address the following questions:


What went well?


What was most/least helpful?


Were there any gaps?


Have all necessary referrals to support services been made?


Is there any unfinished business?


Have all records relevant to the Critical Incident been secured?


Are there any identified training needs?


Does the Plan need to be reviewed/changed/updated?








