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Critical Incident Policy for
 Lucan Educate Together NS

Introduction:
In Lucan Educate Together National School we aim to protect the well-being of our pupils and staff by providing a safe and nurturing environment at all times. 

Our school mission statement further supports this: 

Lucan Educate Together NS seeks to provide an environment that is child centred, co-edicational, multi-denominational and democratically run. Our mission is to educate our pupils to their fullest potential while enhancing their self-esteem and creativity. All pupils are treated as individuals and their uniqueness is celebrated. All members of our school community are encouraged to respect themselves and others, and we aspire to provide our children with the life skills necessary to become the best that they can be.

The Board of Management through the Principal has drawn up a critical incident management plan as one element of the school’s policies and plans.  They have established a Critical Incidents Management Team to steer the development and implementation of the Critical Incident Management Plan (CIMP).

Research/References:
The CIMT consulted resource documents available to schools on www.education.ie and www.nosp.ie these include:

· Responding to Critical Incidents and Guidelines and Resources for Schools (NEPS 2016)
· Suicide Prevention in schools: Best Practice Guidelines (IAS, National Suicide Review Group (2002). 
· Suicide Prevention in the Community- A Practical Guide (HSE 2011)
· Well-Being in Primary Schools- Guidelines for Mental Health Promotion (DES, DOH, HSE, 2015)

What is a Critical Incident?
‘A critical incident is any incident or sequence of events which overwhelms the normal coping mechanism of the school and disrupts the running of the school’. Critical incidents may involve one or more students or staff members, or members of our local community. 

Examples:
· The death of a member of the school community through accident, violence, suicide or suspected suicide or other expected or unexpected death.
· Criminal incidents.
· An intrusion in to the school.
· A major accident/tragedy involving members of the school community.
· Serious damage to the school through fire/flood/vandalism etc.
· Civil unrest, war (foreign nationals may be traumatised by events that happened in their country of origin).
· Fire, natural and technological disaster.
· Disappearance of student from home or school.
· Unauthorised removal of student from school or home.
· World events that may affect the student body and/or staff. May be a need for provision of discussion and involvement in ceremonies.

Physical Safety:
· Regular fire drills occur
· Fire evacuation plans are in place
· Regular checks of fire door, extinguishers and alarms
· Buzzer system in place at reception
· School doors closed during class time with access only through reception
· Emergency numbers displayed clearly in Reception
· Rules and procedures in place for the yard and in the school environment  
· Sign out book for children who are collected early
· In school management team have staff contact list in case of any emergency
· Procedures in  place so that young children do not go home alone
· RED CARD (red cross) – system whereby staff can inform other adults if there is a critical incident in their room. If child arrives at your door with RED CARD, please ensure help is immediately dispatched to that room.


Psychological Safety:
· Ethos of inclusivity and acceptance
· Delivery of SPHE/ Walk Tall / Stay Safe programmes
· Pastoral care for vulnerable children
· Provision of staff training and resources
· Development of links with outside agencies
· Staff familiarity with child protection guidelines and procedures
· Provision of support for staff and clear information on how to access the Employment Assistance Service (Freephone 1800 411057 )
· Promotion of open and encouraging environment  where children are encouraged to share their difficulties and seek help for same
· Discipline policy includes an approach to bullying
· Policy on bullying in the workplace
· Staff  have access to books and resources on difficulties affecting pupils
· All staff made aware of Critical Incident Policy
· Critical Incident Management Team in place

Critical Incidents Management Team:
A CIMT has been established in line with best practice. The members of the team were selected on a voluntary basis and will retain their roles for at least one school year. The members of the team will meet annually to review and update the policy and plan. Each member of the team has a dedicated critical incident folder. This contains a copy of the policy and plan and materials particular to their role, to be used in the event of an incident. 

The key roles are as follows: (all contact details are known to team lead and deputy team lead)
1. Team leader: Ultan Casey (Deputy Lead: Séamus Lynam)
2. Garda Liaison: Ultan Casey & Séamus Lynam
3. Staff Liaison: Ultan Casey, Séamus Lynam, Therese Hesse & Sharon Masterson 
4. Student Liaison: Catríona Stokes, Muireann O’Donovan & Amanda Manning
5. Parent/Guardian Liaison: Chairperson BOM & Ultan Casey
6. Community/Agency Liaison: Séamus Lynam, Sharon Masterson & Therese Hesse
7. Media Liaison: Chairperson BOM & Ultan Casey
8. Administrator: Barbara Sharkey

Roles and Responsibilities
1. Team Leader: A person who carries authority and can make decisions during a crisis (e.g school closure, attendance at memorial service etc). 

· Alerts the team members to the crisis and convenes a team meeting. 
· Co-ordinates the tasks of the team
· Liaises with the Board of Management
· Liaises with the bereaved family. 

In the event that the team leader is absent the Deputy Principal will take the lead. 

2. Garda Liaison:
· Liaises with the Gardai
· Ensures that information about deaths or developments is checked out for accuracy before being shared. 

3. Staff Liaison: A staff member known and trusted by the staff
· 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 interventions with vulnerable students. 
· Provides materials for staff (from their critical incident folder)
· 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 the EAS (Employee assistance service) and gives them the contact number. 

4. Student Liaison: A trusted and familiar figure to the students. A bigger school may need a number of such people:
· Alerts other staff to vulnerable students (appropriately)
· Provides materials for students (from their critical incident folder)
· Maintains student contact records (see appendix R1)
· Looks after setting up and supervision of ‘quiet’ room where agreed. 

5. Community/Agency Liaison: Someone with good contacts with agencies and relevant individuals in the community. 
· Maintains up to date lists of contact numbers of key parents (such as those on the PTA) and emergency support services, and other external contacts and resources. 
· Liaises with agencies in the community for support and onward referral. 
· Is alert to the need to check credentials of individuals offering support. 
· Co-ordinates the involvement of these agencies.
· Reminds agency staff to wear name badges.
· Updates team members on the involvement of external agencies. 

6. Parent/Guardian Liaison: Someone known to parents. This person should be comfortable speaking before a large group and have skills to manage emotional reactions of individual or groups of parents. 
· Visits the bereaved family with the team leader
· Arranges meetings, if held
· May facilitate such meetings, and manage ‘questions and answers’ section
· Manages the ‘consent’ issues in accordance with agreed school policy e.g. parents/gardaí confirm that they would like cause of death to be known.
· Ensures that sample letters are prepared and available on the school’s IT system (Aladdin) ready for adaptation. 
· Sets up room for meetings with parents.
· Maintains a record of parents seen.
· Meets with individual parents.
· Provides appropriate material for parents (from the critical incident folder). 

7. Media Liaison. Someone with good interpersonal skills who would be comfortable talking to the media by phone or in person. A person who is able to set limits without being offensive.
· In advance of an incident will consider issues that might arise and how they might be responded to (e.g students being interviewed, photographers on the premises).
· [bookmark: _gjdgxs]In the event of an incident will liaise where necessary with the relevant teacher unions etc.
· Will draw up a press statement, give media briefings and interviews (as agreed by school management). 

8. Administrator:
· Maintenance of up to date telephone numbers of parents/guardians, teachers and emergency services. 
· Takes telephone calls and notes those that need a response.
· Ensures that templates are available on the schools IT system and ready for adaptation.
· Prepares and sends out letters, emails and texts.
· Photocopies materials as needed. 
· Maintains records. 

Notes regarding Public Statement:
Seek advice from INTO press officer or DES press officer and they can deliver the statement if appropriate. The name of the person involved in the critical incident (child/adult) is not to be included in any media statement, unless the family know and give their approval. One person deals with the media and no other staff member should supply a comment. If approached do not use the words “no comment”, just proceed without comment. 

Record Keeping:
In the event of an incident each member of the team will keep records of phone calls made and received, letters, emails and texts sent and received, meetings held, persons met, interventions used, material used etc. The school secretary will have a key role in receiving and logging telephone calls, sending letters, photocopying materials etc. 

Confidentiality and good name considerations:
The management and staff of Lucan Educate Together NS have a responsibility to protect the privacy and good name of the people involved in any incident and will be sensitive to the consequences of any public statements. The members of the school staff will bear this in mind and will seek to ensure that students do so also. For instance, the term ‘suicide’ will not be used unless there is confirmed information that death was due to suicide, and that the family involved consents to its use. The phrases ‘tragic death’ or ‘sudden death’ may be used instead. Similarly the word ‘murder’ should not be used until it is legally established that a murder was committed. The term ‘violent death’ may be used instead. 

Critical Incident Rooms:
In the event of a critical incident: 

The staffroom: will be the main room used to meet the staff.
Language/learning support room 3: for meetings with students/parents.
Principal office/meeting room: for media and other visitors.


Consultation and communication regarding the plan: 
All staff were consulted and their views canvassed in the preparation of this policy and plan. Students and parent/guardian representatives were also consulted and asked for their comments. 

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 will be informed of the details of the plan by the Deputy Principal. 

Action Plan:
Depending on the critical incident the following action plans/ procedures will be implemented and these range from short term and immediate action plans to longer term action plans. At all stages, records will be kept of the sequence of events and actions taken in response to the critical incident.

Short Term Actions – Immediate Response (Day 1)
· Team Leader – Clarify the facts
· Immediate contact with family/families
· Consult with family regarding appropriate support from the school e.g. funeral service/hospital visit/flowers
· Ensure that a quiet place (e.g. meeting room)is made available for students/staff, if applicable
· Convene Critical Incident Management Team (CIMT) meeting as soon as possible
· Subsequently:
· Organise a staff meeting, if appropriate (as soon as possible)
· Ensure any absent staff members are kept informed
· Organise timetable/routine for the day (Adhering to the normal school routine is important, if this is possible)
· Class teachers to take note of any absentees who might need to be contacted, list of friends etc. or any other relevant information and give to the Student Liaison person
· Arrange supervision of students
· In case of death, liaise and sympathise with family. If appropriate, arrange for relevant staffmembers to visit the family and/or attend funeral. Have regard for different religious traditions and faiths
· Contact appropriate agencies (Emergency Contact List attached to policy):
· Emergency Services
· Medical Services
· H.S.E Psychology Departments/Community Care Services
· NEPS
· BOM
· DES/School Inspector

Medium Term Actions – (Day 2 and following days)
· Review the events 
· Reconvene Critical Incident Management Team. 
· Decide arrangements for support meetings for parents/students/staff.
· Decide on mechanism for feedback from teachers on vulnerable students.
· Have review of Critical Incident Management Team meeting. 
· Establish contact with absent staff and pupils.
· Arrange support for individual students, groups of students, and parents, if necessary.
· Hold support/information meeting for parents/students, if necessary, in order to clarify what has happened.
· 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.
· Plan for the re-integration of students and staff e.g. absentees, injured, siblings, close relative etc)
· Student Liaison person to liaise with above on their return to school.
· Plan visits to injured and /or bereaved
· Parent Liaison person + Class Teacher + Principal to visit home/hospital.
· 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. 
· School closure (if appropriate)
· Request a decision on this from school management. 

Longer Term Actions – (Follow up)
· Monitor students for signs of continuing distress.
· If, over a prolonged period of time, a student continues to display the following, he/she may need assistance from the Health Board. Constant communication with family is essential.
· Uncharacteristic behavior
· 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 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 NEPS Psychologist
· 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, the Principal should 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
· Be sensitive to significant days like Birthdays, Christmas, Mother’s Day, and Father’s Day.
· Plan a school memorial service, where appropriate.
· Where appropriate, care of deceased person’s possessions. What are the parent’s/family’s wishes?
· Update and amend school records.



Emergency Contact Numbers

	Emergency Services
	999/112

	Gas Leak (BGE)
	1850 205 050

	Claire Connaghton (incoming 23-24)
NEPS
Block 3, Floor 1,
Grove Court,
Blanchardstown 
Dublin 15 D15 HNT2
	(01) 865 0673



	Tallaght Hospital 
	01 414 2183

01 414 2113

	Lucan Garda Station
	01 666 7300

	CAMHS 

Cherry Orchard
	01 868 2000

01 7956380

	Dept. of Ed & Skills
	01 889 6400

	Our Lady’s Crumlin Hospital 
	01 409 6100

	Tusla

Audrey Warren 
Dublin South, West, Kildare and Wicklow  

Generalvenquiries                                                          
	

(045) 839 312


(01) 7718500

	Education Welfare Officer
lavinia.griffin@tusla.ie
	

	Dept. Inspector (Eileen O’Sullivan)
	Eileen_OSullivan@education.gov.ie

	Oonagh McMahon SLT
	086 404 9215

	Therapists:
Sarah McDermott (Lucan)
Linda Balfe (counseling)
Karen Shorten (Tallaght)
Caris Morrow (Lucan)
Maria Russell (Blue Lotus Celbridge)
Aisling McMahon (Lucan)
	
087 929 9412
086 853 4391
087 792 5533
01 621 7922
01 627 6155
085 151 4058

	INTO
	01 804 7700

	Employee Assistance Service 
	1800 411 057



This plan was  updated on the 29th September 2023. It will be reviewed annually and updated to reflect any changes to the ISM team.

Signed:______________________________ Date:________________________________

	Chairperson of the Board of Management Lucan ETNS

Signed:______________________________ Date:________________________________
	Ultan Casey, Principal Lucan ETNS
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