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Loreto College Crumlin 

Critical Incident Plan Policy  2023/2024
Except in exceptional cases, the Board of Management of Loreto College will discuss, amend and ratify policies on behalf of their constituency.  Wider consultation (with staff, Trust body, parents, students etc.) will be engaged in where this is considered prudent and beneficial.

Rationale

Loreto College Crumlin aims to protect the wellbeing of its students and staff by providing a safe and nurturing environment at all times. Loreto College is a Voluntary Secondary School in the Catholic tradition. Our philosophy of education is one of inclusiveness and is based on the principles of Truth, Justice, Freedom, Sincerity and Joy and on the example of the life of our foundress Mary Ward. The policy is underpinned by the school’s Mission Statement which encourages us to ‘promote a school culture which creates and supports structures which enhance the self-esteem of all and nurtures an ethos of respect for self and others.’ In keeping with the Kolkata Guidelines (2003) we strive to nurture relationships which are ‘responsible, affirming, open, transparent, compassionate, trusting and able to accept and offer challenge.’ 
The Board of Management, through the school Principal Ms. Mary Ellen Murphy, has drawn up a critical incident management plan as on element of the schools policies and plans.

 

Aims
Our aim is to establish a Critical Incident Management Team (CIMT) to steer the development and implementation of the Critical Incident Management Plan. And to facilitate the implementation of a plan of action should the school management be notified of a Critical Incident within or affecting the school community. 
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 students and staff. Having a good plan should also help ensure that the impact on students and staff will be limited. It should enable us to effect a return to normality as soon as possible. 
Creation of a coping supportive and caring ethos in our school 
We have put systems in place to help build resilience in both staff and students, thus preparing them to cope with a range of life events. These include measures to address both the physical and psychological safety of the school community. These are reviewed and updated regularly. 
Physical Safety

In our school;

· We have an evacuation plan.

· The regularity of fire drills is reviewed and improved upon yearly. 
· Fire exits and extinguishers are regularly checked.

· The school has undergone a health and safety audit and plans to implement any and all recommendations.

· There is supervision scheduled of the main areas before and after school and during breaks.

· The doors of the school have a monitored entry and exit system which is protected by code.
· All external doors are locked at 8.50 am and remain so for the duration of the school day 

· Fume cupboards in the Science laboratories are serviced regularly.
· At any one time, a number of staff members have up to date First Aid training.
· Students are prohibited from leaving the school grounds at break times and during the school day unless they have specific permission to do so from a parent or guardian, preferably in writing and with the consent of the Principal, Deputy Principal or Year Head

· Visitors are required to check in at reception. 
· Two defibrillators are available, one of which is stored in the Secretary’s office and the other in the PE area.
Psychological Safety

The management and staff of Loreto College Crumlin aim to use available programmes and resources to address the personal and social development of students, to enhance a sense of safety and security and to provide opportunities for reflection and discussion. In order to support the emotional, social and physical wellbeing of students a preventative whole school approach to supporting mental health is in place. The school ensures consistent delivery of the Social Personal and Health Education (SPHE) and the Religious Education curriculum in the school as well as the implementation of the Well-Being Guidelines for Mental Health Promotion and Suicide Prevention. Opportunities for reflection and discussion are provided through the curriculum, the pastoral care system and pastoral support provided by the chaplain and through counselling and guidance.

· Social, Personal and Health Education and Religious Education is integrated into the work of the school. Issues such a grief and loss; communication skills; anger management; resilience; conflict management; problem solving; help-seeking; bullying; decision making and prevention of alcohol and drug misuse; personal development; management of self and spirituality are addressed in the SPHE and Religious Education curricula. Promotion of mental health is an integral part of this provision. 
· Staff have access to training for their role in SPHE and R.E.
· Staff members are familiar with the Child Protection Guidelines and Procedures.
· The Designated Liaison Person (DLP) who is the Principal or, in her absence, the Deputy DLP (Deputy Principal), acts swiftly in contacting the HSE in the event of disclosures or significant concerns about students.
· The school has an anti-bullying policy which is included in the student journal and on the school web-site. 
· Information about mental health and about difficulties affecting students is available in print form and through in-service.
· The Care Team meets weekly. The team consists of the School Chaplain, Guidance Counsellor, Home School Community Liaison (HSCL) coordinator/School Completion Programme (SCP) coordinator, English as an Additional Language (EAL) teacher, Deputy Principal and Principal. Students who are at risk or who are perceived as being at risk are referred to relevant members of the Care Team.
· The Loreto Trust Board provides funding for the employment of a School Chaplain and also the employment of a Child and Adolescent Psychologist 1 and ½ days a week. 
· The school has contact with a wide range of outside agencies ( Tusla, Pieta House, Focus Ireland, Lucena Clinical Services, an outside counsellor, Saint Vincent de Paul etc.). 
· Staff members are informed about how to access support for themselves (the employee assistance service). 
Objectives
· To define a Critical Incident.

· To identify the members of the schools Critical Incident Team.

· To identify a response to a Critical Incident.

· To designate responsibilities to the members of the Critical Incident Team.

· To ensure awareness of the Critical Incident Plan among the school community.

· To identify the role of each staff member in response to a Critical Incident.

· To provide immediate and ongoing support to members of the school community affected by the Critical Incident.

Review

This policy statement is to be reviewed periodically in consultation with all the partners.

Evaluation

Teachers, Parents/Guardians, Students and Board of Management will be involved in the evaluation of this policy where appropriate and any changes will then be incorporated into the amended policy.

Media

The Principal in consultation with the Board of Management or a nominated spokesperson will handle all media queries.  

Dissemination
Access to copies of the policy will be made available to all the College community upon request.
1. Defining a Critical Incident.  Some crises affecting schools:
The staff and management of Loreto College Crumlin recognise a critical incident to be ‘any incident or sequence of events, which overwhelms the normal coping mechanisms within the school.’ Critical incidents may involve one or more students or staff members, or members of our local community. For example:
· The death of a member of the school community through accident, violence, suicide or suspected suicide or other unexpected death.
· An intrusion into the school.

· An accident involving members of the school community.

· A major accident/ tragedy in the wider community.
· Serious damage to the school building through fire, flood, vandalism, etc.

· the disappearance of a member of the school community.
(Source: Responding to Critical Incidents-Guidelines for Schools (NEPS 2016)
2. Critical Incident Management Team: (Crisis Response Team/ CIMT)
The Team has been established in line with best practice in accordance with the most up to date training and in-service provided by the DES and NEPS (Source: Responding to Critical Incidents-Guidelines for Schools (NEPS 2016) 
· The members of the team were selected on a voluntary basis and will retain their roles for at least one school year. 
· Members of the CIMT include: The Care Team (Principal, Deputy Principal, Chaplain, Guidance Counsellor, HSCL Coordinator and SCP Co-Ordinator), SENCO , members of the Middle Leadership team in the school and Affected Year Head where relevant and appropriate. 
· Team meet annually to update and review plan. 

· Roles and responsibility for tasks are discussed and allocated annually.  

· Emergency information and contact numbers are updated and filed annually.
· 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.
· Copies will also be available in the staff workroom, the secretary’s office, the Care Team file and a file in the Principal’s Office.
3. Intervention Responsibilities
· Leadership – Principal, Deputy Principal (see role guidelines)
· School Chaplain (see role guidelines)

· School Guidance Counsellor (see role guidelines) 
· Other members of the school’s Critical Incident Management Team (see role guidelines)
Members of the In-school Management Team will carry out key tasks and provide leadership in collaboration with the Principal and Deputy Principal. As directed by the Team Leader (the Principal), members of the CIMT and possibly members of the BOM where necessary will undertake the roles of  

· Team Leader
· Garda Liaison
· Staff Liaison




· Student Liaison



· Media Liaison



· Parent and Guardian Liaison
· Community Liaison
· Media Liaison
· Administrator
There may be a doubling up of roles and members of the CIMT may deputise and work in partnership where appropriate. 
Leadership – Principal, Deputy Principal

· Organise a meeting of the Critical Incident Management Team.  

· Confirm the accident/death has occurred.  Gather accurate information.  

What happened, where and when?

· Contact appropriate agencies
           (Emergency services, Medical services, DES, NEPS, HSE, Loreto Trust) 

· Notify Chairperson of the Board of Management.  
· Organise timetable for the day. Team may need to be freed up from classes.  

· Plan a staff meeting if required.  

· Prepare an announcement for:  staff /students/Parents/guardians/ media.


 

· Devise a process for dealing with telephone enquiries from anxious parents. 

 Have written response to enquiries prepared.   

· Prepare media statement.  Discourage any staff or students from dealing with the media.  

· Prepare statement and distribute procedures to Class Teachers in breaking the news-

 ‘Breaking the news to the Students’ 

· As far as possible maintain normal school routine

Contact staff to inform them if a tragedy occurs over weekend or holidays.
Re Family:

· Express sympathy to the family, assure of school’s support if needed.  

· Ensure the family is aware of the contact person in the school.  

· Consult with family on school’s involvement in funeral.  Family wishes with regard to funeral and                how the death should be described must be respected.  

· Make decisions on school representatives to attend funeral.  

· Decide if the school be closed on the day of the funeral. 
· Notify  parents/students/buses/visitors in the event of a school closure
School Chaplain
· Set up Critical Incident Team room in the school.  

· Assist class teacher of the class affected in breaking the news.  

· Provide guidelines for staff in dealing with students in distress, i.e. information on grief responses, identifying those in need of support.  

· Outline School Support Services available to affected students during the first hours.  

· Take time with the most affected students in the Critical Incident room.  

· Encourage those who feel able, to return to class.  Normal routine is advisable as far as possible for those not immediately affected. 

· Organise a Year Group Prayer Service for mid-morning, once all students have been notified, if appropriate.  

· Lead prayers if an assembly is organised and acknowledge the loss for the whole school community. 
· A candle may be lit; a book of condolences may be opened. 

· Contact parents where some students request to go home and arrange for the collection of these students. 

· Meet and support any distressed parents/guardians and staff.  

· Liase with local clergy regarding funeral arrangements.
· Make a home visit with the Principal.   

· Make arrangements for Critical Incident Stress Debriefing for those most affected to prevent Post Traumatic Stress Disorder, at a later date.

School Guidance Counsellor
· Set up Critical Incident Team room in the school.  

· Assist class teacher of the class affected in breaking the news.  

· Provide guidelines for staff in dealing with students in distress, i.e. information on grief responses, identifying those in need of support.  

· Outline School Support Services available to affected students during the first hours.  

· Take time with the most affected students in the Critical Incident room.  

· Encourage those who feel able, to return to class.  Normal routine is advisable as far as possible for those not immediately affected. 

· Contact parents where some students request to go home and arrange for the collection of these students. 

· Meet and support any distressed parents/guardians and staff.  

· Make arrangements for Critical Incident Stress Debriefing for those most affected to prevent Post Traumatic Stress Disorder, at a later date.

Critical Incident Management Team

· Team: Principal, Deputy Principal, School Chaplain, Guidance Counsellor ,HSCL, SCP 

Ordinator, SENCO and others.
· The Principal having confirmed the accident/death makes contact with the family.

· The Critical Incident Team meets to plan strategy.

· Key tasks are distributed.

· Deputy Principal to ensure necessary staff are freed from commitments for the day.
· Have a notice at the school entrances for staff to report to the staff room.

· Have written and oral statements ready for all communication with the school.

· Have all guidelines for teachers ready.

· Meet and inform staff.

· Team to outline to staff the plan for the day and the support available.
· Location of Critical Incident Room announced.
· Class teachers break news to their classes.  (Guidelines on handout.)
· Plan another update staff meeting later in the day.  
· Clarify funeral arrangements for staff later.
· Team meet to plan procedures for school involvement in removal and funeral, if appropriate.
· Day 2 – Students who are not coping are referred to Chaplain/Counsellor on an individual basis.  
· It is important for the school to run as normal as possible.
· Day 3 – Team, Year Head and Class Teacher meet to plan school response after the funeral.
· Have a review staff meeting if necessary.  Ensure all staff are kept up-to-date on any developments.  
· Evaluate the response to the incident and amend the Critical Incident Plan appropriately.
Guidelines for Teachers in a Crisis/Critical Situation





                      Copy to teachers

· Management having confirmed the death/accident make contact with the family.

· Management to gather accurate information.  What happened, where, when?

· Management to gather and make an announcement to staff.

· Management to prepare a statement and distribute Procedures to Class Teachers on breaking the news.

· The class of the student should be the first to be told if appropriate, with Chaplain/Counsellor and Class Teacher/Tutor present.

· If possible students should be informed in groups of not more than 30.

· Staff to be provided with guidelines for dealing with students in distress, i.e., information on grief responses, identifying those in need of counselling and support.

· The Critical Incident Management Team (Crisis Response Team) will be organised to meet.  Teachers should know where they are based if a student needs support. e.g. meeting room

· As far as possible maintain normal school routine.  Normal routine is advisable for those not immediately affected.  

· A media statement to be prepared by management.  Staff and students are requested not to deal with the media-one person from the school will be nominated as a media spokesperson. 

· Do not allow a student to leave the classroom alone in a distressed state. Keep the student in the class or allow out with the support of another student.

· Let students know who is available in the school to support them.

· Some students may need to go home (Only if parents or guardians come to collect them).

Breaking the News to Students

 To be read through before meeting with the class

· The class of the student(s), who has/have been in involved in the incident/accident/died should be the first to be told, with School Chaplain, Counsellor and Year Head present. 
· If possible students should be told in groups of not more than 30.

· Other classes should be informed by their subject teachers.

· Not every class is going to be traumatized, some students might not even know the deceased, but it is important to acknowledge the loss for the whole school.

· Tell the class you have sad news and it is difficult for you to do this/ encourage questions.

·  Let them know the name of the person(s) the news is about.

· Let them know the facts as you know them (Important to prevent rumours). Only report facts, as they are known.
· Let the class know of common reactions to tragic news. Its ok to be shocked angry upset

· The most common reaction is shock.

· Expect tears and outbursts.

· Do not allow a student to leave the classroom alone in a distressed state. Keep the student in the class or allow out with the support of another student.

· Students must be supervised within the building while in a distressed state.

· Let them know you will support them.

· Let them know who else is available to support them.

· Do not be afraid to let them know that you are also upset by the news.

· Allow them time to mingle and talk to one another in groups.

· Explain how they can support one another.

· Be attentive to identifying those who are not coping well with the news.

· You may need to remind students again who is there to help, as little information is assimilated once in shock.

· Let them know where the Critical Incident Team will be.  

· A short prayer service for the deceased may be appropriate later.

· If the students appear ready, a Year Group Assembly may be held later in the day.

· Some students may be able to continue and go to class/Some will need to stay with the critical incident team for the morning.

· Encourage students to stay in school to support their friends.

· Some may need to go home -only if parents or guardians come to collect them.

· Those who go to class may not be able to concentrate on the work of the class.

· Subject teachers need to make allowances for them to talk in groups as the need arises.

(Only if the family confirms the tragedy as a suicide, and wishes it to be known can it be relayed as such to students)
How to cope when something terrible happens
A guide for teachers to work through with students
· Reach out – people do care
· Talk to your friends, family and teachers – talking is the most healing medicine
· Remember you are normal and having normal reactions – don’t label yourself as crazy or mad
· It is ok to cry
· It is ok to smile
· If your feelings and reactions seem different from those of your friends, remember everyone reacts differently
· When the stress level is high there is a temptation to try to numb the feelings with alcohol and drugs.  This complicates the problems, rather than relieving them
· Some people find that writing or drawing is helpful.  What about writing a note or letter to the family of the person who died or the person themselves
· Spend time with people who have a positive influence on you
· Make as many daily decisions as possible.  This will give you a feeling of control over your life, e.g. if someone asks you what you want to eat – answer them even if you’re not sure
· Recurring thoughts, dreams or flashbacks are normal – don’t try to fight them – they’ll decrease over time and become less painful
· Make a special effort to take care of yourself during this time.  Try to get some extra sleep, eat nutritious foods and get some exercise, even if it is just a walk
· Sticking to your “normal” routine helps.  Structure your time – keep busy
· Take time out – go for a walk or kick a football
· Provide some balance to the negative things that have gone on by doing something special or fun for yourself.  Think about something that makes you feel good.  Then make it happen – like going to the cinema, listening to music, calling a friend, etc.  Laughter is good medicine.  Watch a funny movie or play a silly game with younger children to lighten your spirits
· Useful websites:  www.spunout.ie;  www.youth.ie;  www.reachout.com: 
Above all, realise that what you are experiencing is normal following a traumatic event.  

Be understanding of yourself and others.
 

Plan of Immediate Action

Critical Incident Team (C.I.T.)

1. Inform Critical Incident Team of initial details and arrange a team meeting.

2. Gather accurate information & confirm the death.

3. Free C.I.T. members to meet / for the day.

4. C.I.T. Meeting

· Clarify details received.

· Prepare an announcement for

(a) Staff

(b) Students

(c) Written statement for phone calls from parents

(d) Written statement for the media. (Appendix A)

· Contact the Board of Management

· Contact Neps. (Appendix D)

· Allocate “jobs” on checklist. (Appendix B)

5. Brief Staff

· Clarify details received to date

· Go through Guidelines on “Breaking the news to students”.

· Go through Guidelines for teachers in a Critical Incident.

· Outline to staff the plan for the day, the support available and the location of the Critical Incident room. ( Media Room ) 
· Organise a meeting for an update later in the day.

· Announce funeral arrangements as they become available.

Note:  may need to brief e.g. A.P.’s first and brief others while AP’s supervise.

If a staff member is involved – some staff members may need to be informed individually staff most able would be asked to supervise.

6. Short prayer service /assembly may be appropriate with the School Chaplain and the Religious Education Department. 
7. Follow up with C.I.T, meeting.

8. Consult with family re school involvement

Keep things as “normal” as possible

9. Consider a notice of sympathy (and a notice of closure), if appropriate, in the local paper.

10. Consider a wreath if appropriate.
Appendix A

Sample Statement for the Media

Remember…less is more…

* Include a personal remembrance if appropriate

It is with profound sadness that the Management, staff and students of Loreto College Crumlin have learned of the tragic death of ___________________.

Our sincerest sympathy is extended to the_______________ family.
On hearing the news the School Critical Incident Plan was put into immediate operation.  The Critical Incident Team convened a meeting to ensure that students affected by this loss were cared for adequately.  Procedures are in place to ensure that all in the school community affected by this loss are given all the help they need to cope at this time.

The school is offering support for students, parents and staff affected by this tragedy.  Prayer services have been/will be held with classes in the school.  Students will attend and participate in the funeral service, in conjunction with the wishes of the family.

Our support and prayers are with everyone affected by this tragedy.

Appendix B


Critical Incident Response Checklist

	Job
	Person responsible
	Tick when completed
	Tick when removed/returned

	Clarify details received.

Contact NEPS 
	
	
	

	Allocate “jobs” on checklist
	
	
	

	Notices on school gate, front and back doors
	
	
	

	30 copies of guidelines on “Breaking the news to students”
	
	
	

	1 copy of “Guidelines for teachers” on staff notice board plus copy each
	
	
	

	Order and collect tea, coffee, milk, biscuits, water, and tissues for 

1. Incident room

2. Staff room
	
	
	

	Set up the Critical Incident Room -Meditation Room (Tissues, Tea, Coffee, Water, Burko, Cups,)
	
	
	

	5 copies of names of year heads, class teachers and names of their respective classes. (for CIT& staff room notice board)
	
	
	

	5 copies of each class list

NB class most involved.

(for CIT& staff room notice board)
	
	
	

	5 Copies of that day’s timetable.

(for CIT& staff room notice board)
	
	
	

	Prepare announcements
	
	
	

	Brief staff & cover if necessary 
	
	
	

	Arrange for classes to go to their base class groups. 
	
	
	

	If teacher, cover classes 
	
	
	

	Contact the BOM
	
	
	

	Consider informing immediate past employees
	
	
	

	Amend school records and rolls
	
	
	


Appendix C

ALL STAFF ARE 

ASKED TO MAKE 

THEIR WAY TO 

THE STAFF ROOM  

BEFORE 

CLASS TODAY

THANK YOU
Appendix D
Emergency Contact List
(as of February 2022)

Garda Station Sundrive Road- (01) 4540255
Tony Byrne – Community Garda - 
Tallaght Hospital- (01) 4142000

Our Lady’s, Children’s Hospital, Crumlin- (01) 4096100

Fire Brigade and Ambulance Service- (01) 2224000

Local GP,S-
Dr. Catherine King (01) 4534671
Inchicore Family Doctors (01) 416 6011

Dr Diarmuid O'Connell (01) 455 6858

Iveagh Medical Clinic (01) 456 7878

Camden Medical Doctors Dublin (01) 453 6636

Dr. Harkin Inchicore Family Doctors (01) 416 6011

Doctor On Duty, 344 S Circular Rd. (01) 420 0880

Walkinstown Medical Centre (01) 450 1558

HSE/ Primary Care Team/ Primary Care Centre/ CAMHS/ Resource Officer for Suicide Prevention, Saint Comubla’s, Armagh Road, Dublin 12 - (01) 4559547
NEPS Psychologist Ms. Eileen Warren
NEPS Regional Office- (0761) 108660
Anne Troy School Psychologist- 
Department of Education and Skills- (01) 8734700

ASTI- (01) 6040160

Fr. Brian Lawless P.P. Saint Bernadettes Clogher Road- (01) 4540691/ (086) 1056664

State Examinations Commission- (090) 6442744

Employee Assistance Service- (1800) 411057

Loreto Education Centre Foxrock- (01) 2899956

Loreto Centre Crumlin- (01) 4541078

Mason Hayes and Curran, Legal Advice- (01) 6142434

Appendix E

Sample letter home to Parents – Sudden Death/Accident

This letter can be used as a template for schools when they are informing parents of a tragedy, offering some advice and outlining what the school response involves.

	Dear Parents,

The school has experienced (the sudden death, accidental injury, etc) of Name of student(s).  We are deeply saddened by the deaths/events.

(Brief details of the incident, and in the event of a death, perhaps some positive remembrances of the person lost).

Our thoughts are with (family name).
We have support structures in place to help your child cope with this tragedy.  (Elaborate).

It is possible that your child may have some feelings and questions that he/she may like to discuss with you.  It is important to give factual information that is appropriate to their age.

You can help your child by taking time to listen and by encouraging them to express their feelings.  All children are different and will express their feelings in different ways.  It is not uncommon for children to have difficulty concentrating or to be fearful, anxious, or irritable.  They may become withdrawn, cry, complain of physical aches and pains, have difficulty sleeping or have nightmares.  Some may not want to eat.  These are generally short-term reactions.  Over the course of the days to come, please keep an eye on your child and allow him/her to express their feelings without criticism.

Although classes will continue as usual, I anticipate that the next few days will be difficult for everyone.

(Optional) An information night for parents is planned for (date, time and place).  At that time, further information about how to help children in grief will be given.

We have enclosed some information, which you may find useful in helping your child through this difficult time.

If you would like advice you may contact the following people at the school. (Details).
Principals signature


Appendix F

Process for dealing with enquiries from anxious Parents/Guardians

Cover the following points in a prepared statement for answering calls 

The school will inform students and parents of the core details of the incident in so far as they are known. Stick to the facts known and discourage rumour or gossip, as it is often incorrect and can be distressing to the family and friends.

Support will be available for the students depending on the situation 

Media 

Inform the school secretary that when calls are received from the media, their e-mail address should be taken and a copy of the media statement should be sent to them           

