Ballymoney National School

Critical Incident Plan

Few schools experience a major crisis, but most schools at some time or another experience traumatic situation, such as sudden death of a student or member of staff due to an accident or illness.  Schools must have a critical incident management plan in place.  Having a plan in place enables staff to react quickly and effectively and to maintain a sense of control.  It may also ensure that normality returns as soon as possible and that the effects on the students and staff are limited.

Planning Team 

A planning team of key personnel should be formed, they should be selected in terms of their personal and practical skills.  This team should meet annually to update and review the plan.  This is especially the case in our school as it is so small, some of our team should be members of the BOM and the PTA.

What to Remember 

· If an incident happens during the night or at the weekend, organise for the staff to come to school half an hour earlier than usual, to assign tasks and roles and identify how the school will deal with the critical incident.
· Ring and give your condolences to the family, two members of the school or in a small school a school member and a member of the BOM visit the family within the first 24 hours. 
· Keep a tight rein on the pupils especially on the play ground after a critical incident as it gives them time to speculate about the incident, discuss it maybe even wander off on their own.
· It is also advisable to maintain the normal routine as far as possible for classes not immediately affected by the incident.  When students move on to another school in form the other school to the degree you believe they were affected by the critical incident.
· Many students/staff may respond calmly to the critical incident at the given time, but it may come back again months/years later under stress or if a similar incident occurs. 
· Parents should be encouraged to get their children to return to school about a week after a family or close family funeral, any longer gives the children a feeling that it is normal to miss school.
· When students move on to another school inform the other school to the degree you believe they were affected by the critical incident.
· Let the class teacher or the principal tell the children about the critical incident. If you hear news at home-time about a critical incident connected to the school, make a judgement call as to whether to tell the children or let them be told at home.
· If you hear a rumour from a child about a death, phone the parents of that child to get the real story as he/she has had to have heard it from somewhere.  Then act on the information given.
· When students move on to another school in form the other school to the degree you believe they were affected by the critical incident.
· Any pupils who are really upset should be collected by a parent and sent home.  Those not collected by parents at the school gate at home time should go home under adult escort, or those on the bus should have a parent waiting at the other end. No child should be walking home alone, as shock affects everyone in different ways.
· Only one speaker to deal with the media, the principal or someone who is used to speaking in public and writing articles.  Just give the facts, explain what has been done, what is going to be done and something positive about the person/child.  Don’t speculate about what happened as the media will jump on it.
· The word suicide is too strong for children use the phrase “Someone died in tragic circumstances” or “tragic accident”

· Separation and Divorce are a type of bereavement and they need to be resolved, otherwise children will not move on. Sometimes a family psychologist is needed to help them see the new changes, help them cope with the new changes so the old life won’t come back to upset them in years to come.

· Arrangements should be made between schools sharing Learning Support/Resource Teachers, that they should be allowed to go to the school for the day and help in anyway possible i.e. take a class or classes.

Identifying Roles to be fulfilled at the time of a critical incident 

(a) External 

· Outside support agencies ie. Emergency services, DES, NEPS, Health Board etc.

· Parents 

· Distressed Visitors 

· The Media

(b) Internal Care and Communication 

· Staff

· Students in general, (listen, let them talk and ask questions answer according to their age.)

· Students more immediately involved or affected.

(c) Maintaining Administration and Services etc.

· Telephone 

· Rooms for debriefing, parents, quiet room, counselling etc 

· Log of events 

· Letters to parents, 

· Telephone calls made and received 

· Dealing with normal school business (teaching, breaks, lunch etc.)

Defining a Critical Incident 

· The death of a member of the school community through sudden death, accident, terminal illness or suicide.
· An accident  involving pupils or 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 
Maintaining an up-to-date list of Contact Numbers

· Pupils, parents, guardians 

· Staff

· Emergency support services 

Emergency information for School Trips 

· List of pupils/staff involved and teachers in charge, make sure there are sufficient adults for the number of children on the trip.

· List of home, work and mobile phone numbers of pupils’ parents/guardians 

· School mobile will be taking by the teacher with any group leaving the school premises so that contact can be maintained between parents and  staff in case of emergency.

· Up to date medical information on pupils with allergies, epilepsy etc

· Phone number of school insurance company, make sure insurance is up to date

School Closing 

· Beware of closing the school, when the school is open you are aware of where every child is. 

· Let the parents take their children to a funeral, this is especially the case for a large school, you can’t take children to a funeral on a bus as you can lose them, due to mischief or shock. 

· A decision may be made to close the school if a teacher dies 

· Don’t set up a precedent of setting down flowers at the scene of the accident if it is near the school or within the school grounds, as you will have to continue the custom. 

Balllymoney National School

Short Term Action
The principal/vice principal and chairperson inform each other about a critical incident involving a staff member/pupil/parent of the school, prior to the start of school, if possible.

Staff will be asked to come to school early to attend an emergency staff meeting to discuss the plan of the school day ahead of them

The principal/vice-principal (or chairperson if necessary) will open the school and meet the parents and children as they arrive. 

The type of Critical Incident, depends on where the pupils wait on arrival, do they go to their own classroom or all gather in a chosen classroom 

Can shared Special Needs Teachers be released from their roles for the day to offer man-power to the school with the critical incident 

Hold a Staff Meeting and Decide the Following (Fill in Form)
· Gather your Critical Incident Management Team together

· Have accurate information, what happened, when, where, extent of injuries

· Outline the routine of the day 

· Where should the children wait 

·  How will the children directly involved to told, discuss what facts will be given to the class/classes 

· Who will talk to these children

· How will the children not directly involved be told

· Procedure for identifying vulnerable students 

· How should the parents be told, this depends on the type of critical incident.  Should we tell those that come in with their children or tell them all together over the phone or send a note home.

· Who meets the parents at the door 

· Who mains the phone 

· Who takes the children 

· Set easy work, or work already covered, not to tax them too much

· Who phones the bereaved family(within hours of receiving the tragic notification)

· Who visits the bereaved family (within 24hrs)

· Contact PTA, BOM, NEPS, School Inspector, Health Board etc. Discuss which should be contacted and when, and who does it.

· Who speaks to the media, have the facts written out and include something positive about the child/children, parents/staff member.  Only the chosen person talks to the media and no one else 

· Have a quick meeting at the end of the day to discuss the day and plan the next day 

Short Term Action (first 24 hours)

· Gather accurate information 

· Contact appropriate agencies

· Convene a meeting with key staff/Critical Incident Management Team

· Arrange supervision of students 

· Hold Staff meeting 

· Organise timetable for the day 

· Inform parents/guardians 

· Inform students 

· Make contact with the bereaved family 

· Dealing with the media 

· Organise the reunion of students with their parents, if necessary  

Medium to Long Term Action (24 – 72 hours)
· Review the events of the first 24 hours 

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

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

· Plan visits to injured 

· Liaise with the family regarding funeral about arrangements and/or memorial services 

· Attendance and participation

Longer Term Actions 

· Monitor students for signs of continuing distressed

· Evaluate response to incident and amend the Critical Incident Management Plan appropriately.

· Formalise the Critical Incident Plan for the future 

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

· Decide on appropriate ways to deal with anniversaries, be sensitive to special days (Christmas, Mother’s Day, Father’s Day, etc.) and events (christenings, confirmation etc.)

· Child Protection Policy 

Short Term Plan for Critical Incident on a Tour 

Before leaving the school

Have prepared 

· Timetable of Tour 

· Phone numbers of all places on Tour 

· Up to date list of all phone numbers of parents of all pupils 

· Up to date phone numbers of family members of staff

· Up to date phone numbers of the Rector and Chairperson of the Board

· Up to date list of family Doctors of all the pupils on tour

· Up to date allergy list for pupils 

· Sufficient staff members going on tour

· Check that insurance is up to date for Bus Company, places visited on tour and also phone prior to tour and sort out our own insurance for the tour. 

· First Aid case with sufficient up to date supplies.  Member of Staff with up to date knowledge of First Aid.  

On the Tour when a critical Incident happens 

· Assess the extent of the critical incident an act on it 

· Remove all uninjured children to a safe place and these are to be supervised by a member of staff

· A  member or members of staff stay with the injury or the fatality

· Don’t attempt to move the injured child unless it is a life threatening situation 

· Make appropriate phone calls 

Ambulance

      Parent/s 

      Chairperson 

       NEPS 

If the accident occurs on the grounds

· After a period of time, make the arrangements to escort the children back to the bus, from the appropriate area where a member of staff has been supervising them, which is away from the incident area, to wait there for directions from the Principal/vice principal 
If the accident occurs on the bus 

· Talk to the bus driver, if he is unable talk due to his injuries – phone the bus company, then a member of staff under instructions from the Principal/vice principal will escort the uninjured children from the bus to an appropriate safe area to await further instructions.  The Principal and another member of staff will remain with those injured on the bus, talking and calming them down while assessing their injuries.  Do not attempt to move the child unless this is life threatening situation.  The Principal or another member of staff will then make the appropriate phone calls (see above).

Emergency Contact List below and attached 

	Social Workers West Cork

                            South Lee
	028 40447

021 4723001

	Garda 
	Ballineen      023 8847111

Bandon         023 88520088

	Hospital
	CUH              021 4546400

Mercy H.       021 4271971

	Fire Brigade 
	                        021 4966333

	Local GPS 
	As on list 

	Health Board/Family centre
	Dunmanway 023 55410

Skibbereen    028 21677

	Inspectorate 
	

	Neps Psychologist 
	                       0761108450

	DES Communications 
	                       090 6474621

	INTO
	                       01 8722533

	Parish Clergy 
	Rev Jones      023 8847047

                       086 4022185

	Ambulance Emergency 
	                       999/112

	West Cork CAMHS Dunmanwy
	                       023 8890370

	Community Psychology 

South Lee, 
	028 40583       021 4927825

Jo Bonifise      Ruth Staunton


Review

This Critical Incident Policy was adopted by the B.O.M. on 4th October 2017, it is due to be reviewed in 2019.

Signed: __________________________              Date: ________________________

                   Chairperson
