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St. Patrick’s Primary School
Critical Incident Policy

Introduction 
This policy was devised and formulated by the school community, involving Board of Management, parents and staff of St. Patrick’s Primary School, in accordance with the Rules and Regulations of the Department of Education and Skills and the C.P.S.M.A.  It was revised again in 2024 and presented to the BOM for ratification.
St. Patrick’s Primary School aims to protect the well-being of its students by providing a safe and nurturing environment at all times.  This is reflected in our Mission Statement and the caring ethos of the school. 

Ethos
St. Patrick’s Primary School is a co-educational, primary school, which strives to provide a well ordered, caring, happy and secure atmosphere where the intellectual, spiritual, physical, moral and cultural needs of the pupils are identified and addressed. While respect is paid to all religious and/or value systems, St. Patrick’s Primary School is a Catholic school under the patronage of the Archbishop of Dublin. The school supports the principles of inclusiveness, equality of access and of participation in school life, with respect for diversity of tradition, values, beliefs, languages and ways of life in society, whilst working within the context of the Rules and Regulations of the Department of Education and Skills.
Aims & Objectives 

The aim of this plan is to outline the steps that should be taken to ensure an effective response to crisis situations. As a critical incident is likely to have a severe impact upon the school both in the short and long term, our aim is to ensure that school strategies and procedures are in place to protect the physical and emotional well being of every member of the school community.

This Critical Incident Plan will ensure - 

· That swift and appropriate action is taken in the case of the school being made aware that a critical incident has occurred.

· That the welfare of pupils and staff is paramount.

· That the school responds in a sensitive, consistent and effective manner, which reduces confusion, panic and extreme emotion.

· That a Critical Incident Management Team will be in place – the membership of which is known to all relevant parties. 

· That normality is maintained and restored as far as is possible.  

· That there is immediate access to all relevant contact details (including outside agencies)

· That sensitive, non-intrusive support is available in the short and medium term to all those affected directly or indirectly by the incident.
What is a Critical Incident?
In line with the National Educational Psychological Services [NEPS] publication “Responding to Critical Incidents in Schools”, St. Patrick’s recognises a critical incident to be 

‘an incident or sequence of events that overwhelms the normal coping mechanism of the school and disrupts the running of the school’. 

Critical Incidents may involve one or more pupils, staff, the school, or our local community and will directly affect all involved. It may relate directly to the safety of the school community or may involve an incident beyond the school premises. A critical incident is likely to involve death or serious injury to one or more members of the school community and/or their families, either at school, journeying to or from school, participating in a school related activity, at home, or in some other context. Types of incidents might include:

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

· An intrusion into the school.

· An accident/tragedy in the wider school community.

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

· The disappearance of a member of the school community.

· An accident involving members of the school community.
Rational
Recognising that planning is the key of managing critical incidents, St. Patrick’s P.S. has developed this Critical Incident Management Policy (CIMP) and accompanying Plan. Our hope is that, in the event of an incident, these will help staff to react quickly and effectively and to maintain a sense of professionalism and control. They should also help us to achieve a return to normality as soon as possible and ensure that the effects on the students and staff will be limited.

Creation of a Coping Supportive and Caring Ethos in the School
We have put a system in place to lessen the probability of the occurrence of an incident. These include measures to address both the physical and psychological safety of staff and pupils alike. 

Physical Safety
This is dealt with under our Health & Safety Policy, Code of Behaviour and Anti-Bullying Policy. The following have received due attention in the school

· Regular fire drills occur 

· An evacuation plan has been formulated

· Fire exits & extinguishers are regularly checked

· An Occupational First Aider has been appointed

· First Aid supplies are routinely monitored and refilled.

· The ‘Kare Klub’ book makes staff aware of children with special needs or special requests.

· Pre-opening morning time supervision starts at 8.50 a.m. and is the responsibility of the Principal/Deputy Principal/Assistant Principal. 

· Children are supervised at all times during breaks. 

· Outer school doors are secured during class time. 

· Children cannot be taken from school during school hours without informing the Principal.  

· Pupils are regularly reminded of school rules. 
· All staff are aware of and adhere to the school Code of Behaviour

Psychological Safety
St. Patrick’s Primary School aims to create an open and encouraging environment in the school where pupils can feel secure and can talk about their difficulties and seek help for the same.

Specifically, 
· Our Mission Statement specifies that all children will be given equal hearing.
· Staff are informed on a need to know basis of difficulties affecting individual students and are aware and vigilant regarding their needs, while respecting individual privacy.

· The school supports the unique relationship, which naturally develops between the pupil and his/her class teacher.

· Opportunities to explore sensitive issues such as tragedy and death will be built into SPHE and pastoral programmes SPHE programmes are included in the curriculum to address issues such as grief & loss, communication skills, stress & anger management, conflict management, problem solving, help-seeking, decision making, prevention of alcohol & drug abuse – all in a child-centred and age-appropriate manner. 

· The school’s Code of Behaviour includes an approach to bullying.

· Staff have access to books and resources relating to difficulties affecting the primary school child. (Resources are updated regularly and catalogued)

· The school has developed links with outside agencies including the clergy, NEPs, HSE, Child & Family Services, Cigire, I.N.T.O., which may be utilised in the event of an emergency and also used for onward referral and support. 
· The staff will be cognisant of the differing needs of international pupils and special educational needs pupils.

Preparation for the Eventuality of a Critical Incident

Critical Incident Management Team
A Critical Incident Team is defined as 

“A group of individuals from the staff of the school who know the community, the students and each other well enough to make the necessary decisions called for when an incident occurs.” 

Mary Schoenfeldt
St. Patrick’s has set up a CMIT in line with best practice and will maintain this team in future. The members of the team were selected on a voluntary basis and will retain their roles for at least one school year. Following a Critical Incident, if members of the CIMT express a desire to be released from their duties and/or members of the CIMT feel that it would be in the best interest of the overall effectiveness of the CIMP that a person or persons should be relieved of their duties, the Principal, in consultation with the ISM/BOM will decide on this matter. The staff will meet once a year to review and update the plan. Each member of the team has a "Ready-to-Go-Pack" with relevant materials to be used in the event of an incident.

Roles
Key Roles have been identified and assigned as follows:

CRITICAL INCIDENT TEAMS 2024-25

Team Leader:

Jennifer Quigley
Staff Liaison:

Rebecca Kelly
(Fionnuala Brady, Kim Berkeley, Alice Malone, Katie Lambert, Margaret Comer)

Pupil Liaison:

Una Loughrey 
(Christopher Kane, Sarah Mc Mahon, Laura Greene, Dolores Melville, Jenny Abbott)
Parent Liaison:

Mary Keating 
(Rebecca Finnerty, Natalia Francis, Sallyann Varwijk, Claire Melia, Sadbh McKay)

Community Liaison:
Fiona Lanigan 
(Barbara Keogh, Sorcha Carr, Fiona Brunt, Emma Fitzgerald, Una Brennan)

Media Liaison:

Laura McCusker 
(Suzanne McLoughlin, Niamh Williams, Anna Moran, Orlaith Corcoran, Eleana Kelly)

P.A. Representative:  
Aoife McGarvey
B.O.M. Representative:
Fr. Joe McDonald

N.E.P.S. 


Ailsa Seoighe

Administration:

Bernie Harpur

Chaplain:


Fr. Joe McDonald

In the event of a critical incident the responsibilities of each role-holder will be as follows - 

Team Leader

Intervention

· Confirms the event.
· Alerts the team members to the crisis and convenes a meeting of the CIMT in the Principal’s Office.
· Coordinates the tasks of the team.
· Liases with the Board of Management (BOM) and the Department of Education & Skills [DES], including DES Inspectors.
· In conjunction with the Class teacher, the Team Leader liases with the bereaved family. 
Postvention

· Ensure provision of ongoing support to staff and students 

· Provide ongoing support to families affected by the incident. 

· Facilitate any appropriate memorial events and involve family, as appropriate, in-school liturgies/memorial services. 

· Offer to link family with community support groups

· Review and evaluate plan
Staff Liaison

Intervention
· Contacts staff in the event of a critical incident.
· In the absence of the principal, leads meetings to brief staff on the facts as known; gives staff members an opportunity to express their feelings; outlines the routine for the day.
· Advises staff on the identification of vulnerable students.
· Is alert to vulnerable staff members and makes contact with them individually.
· Provides information for staff-support services, outside the school.
· Prepares and provides materials to staff from the Ready-to-Go pack.
Postvention
· Provide ongoing support to staff members. 

· Make staff aware of counselling or other support services.
· Review and evaluate plan.
Pupil Liaison

Intervention
· Sets up and maintains the “Quiet Room” space.

· Liases with staff re: supervision & pastoral care elements of Quiet Room and pupil/staff support.

· Alerts staff to vulnerable pupils.

· Prepares and provides child-centred and age-appropriate support for class teachers, as required.

· Prepares and provides teachers with suitable materials for use by pupils, from the “Ready-to-Go” pack.

Postvention
· Provide ongoing support to vulnerable students 

· Monitor class most affected 

· Refer on, as appropriate 

· Review and evaluate plan
Community Liaison

Intervention
· Liases with agencies in the community for support and onward referral.

· Updates team members on the involvement of external agencies.

· Coordinates the involvement of these agencies.

· Compiles and maintains up-to-date lists of all emergency support services and other external community contacts and resources.

Postvention
· Review and evaluate effectiveness of community response

Parent Liaison

Intervention
· Liases with Principal regarding the content, signing, photocopying and dissemination of ‘Parent Information Letter’, advising parents in the first instance of the nature of the critical incident.

· Visits the bereaved family, together with the Principal/Class Teacher.

· Facilitates “questions & answer” meetings with groups of parents.

· Contacts/meets with individual parents, especially parents who may be particularly affected by the specific critical incident.

· Maintains up to date lists of contact numbers of key parents, such as members of the Parents Council.

· Provides materials for parents from the “Ready-to-Go” pack.

Postvention
· Provide ongoing support to bereaved/affected families.

· Offer to link family with community support groups.

· Review and evaluate plan

Media Liaison

Intervention
· In preparing for the role, media liaison personnel will consider issues that may arise during an incident and how they might be responded to (e.g. pupils/staff being interviewed, photographers on the premises, etc.)

· In the event of an incident, media liaison personnel will, where necessary, liase with the Communications Section of the DES.

· Preparation and publication of obituary (in the event of a Staff member death). 

Postvention
· Review and evaluate effectiveness of communication and response.

Chaplain’s Role
Intervention
· Visit home(s), if appropriate. 

· Assist with prayer services. 

· Make contact with other local clergy. 

· Be available as a personal and spiritual support to staff 

· Consult with family around involvement of school in funeral service

 

Postvention
· Provide follow-up support to families.

· Work in partnership with Critical Incident Team 

· Review and evaluate plan 

 

Administrative & Other Tasks

· Up-to-date lists of contact numbers of parents/guardians, staff and emergency support services will be maintained and available.

· Liase with Parent Liaison, Staff Liaison and Community Liaison sections of CIMT as changes to the database occur.

· A written log will be maintained - of all critical incident telephone calls, offers of help & support etc. in a notebook specifically maintained for such an event. 

· All staff will be aware that photocopying related to the critical incident gets priority over other photocopying.

· The number of people and noise level at the school entrance area, school office and in the vicinity of the ‘quiet room’ will be kept to a minimum.

· Mass Cards, floral tributes etc. will be procured on behalf of the Board of Management and staff.

· Caretaker will ensure that school and grounds are opened, as required.

· Caretaker will liase with Pupil Liaison Group re: set-up & preparation of “Quiet Room”.

· Following a Critical Incident, the school records and database will be updated to reflect any changes. This should ensure that any additional distress to bereaved families is avoided. 

Record Keeping

In the event of an incident, each member of the team will keep detailed records of phone calls made and received, letters sent and received, meetings held, persons met, interventions & materials used etc.  All communication record sheets from each of the sub-groups are to be lodged with the Team Leader as soon as possible after a Critical Incident.  These will be held on a central file.

Letter to Parents

Using the templates provided the exact content of the brief letter would include: 

· The sympathy of the school community for the affected/bereaved family

· Positive information or comments about the deceased/injured

· The facts of the incident

· What has been done

· What is going to be done

Confidentiality and Good Name Considerations

The school has 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 pupils do so also. [For instance, the term “suicide” will not be used without the consent of the family involved or until it has been established categorically that the person’s death was a result of suicide. The phrases “tragic death” or “sudden death” may be used instead.]

Critical Incident Room(s)

The Principal’s Office is the nominated “Critical Incident Room”. However, in the event of a critical incident, the following rooms will be used:

Principal’s Office

· Critical Incident Management Team meetings

· Meetings with Chairperson of Board of Management

· Individual visitors, support workers, parents & pupils

Secretary’s Office

· Reserved primarily for all administrative tasks associated with the critical incident.

· Staff are asked, insofar as is possible, not to use the school office in Day 1 and 2 of a Critical Incident.

Staff Room                                                                                 

· For staff meetings    
· Reserved solely for use by staff.                                                               
GP Room

· For meeting with larger groups of parents (if necessary) - for use by Media
Support Room

· Location of “Quiet Room”

Learning Support Room 

· To be used in the event that an extra, private, room is required.
Development and Communication of this Critical Incident Policy & Plan

All staff were involved and consulted in the preparation of the draft plan. Parent and BOM Representatives were also consulted and asked for their comments. Members of the Critical Incident Management Team consulted with other schools and current literature in the preparation of this Policy & Plan. The final Policy and Plan was passed to the Board of Management for approval in October 2024.
Each member of staff has a personal copy of the Policy and agrees to abide by the provisions of the same.  All new and temporary staff will be informed of the details of the plan by the Principal.

Each member of the Critical Incident Management Team [CIMT] has a personal copy of the Policy and the Plan. The Board of Management authorises the members of the CIMT to access information remotely, (via Aladdin) to ensure that the Plan can be put into place should the school itself be inaccessible.  

Members of the CIMT undertake to use all contact details strictly for the purposes of this Critical Incident Management Plan and not to disclose staff or pupil details to any third party.

Members of the CIMT undertake to return all contact details to the school on the cessation of their employment and/or their stepping down from the CIMT.

Members of the CIMT undertake to keep confidential and to treat with sensitivity, all information received in connection with the implementation of this Critical Incident Policy & Plan.  See Confidentiality Agreement attached (Appendix i).

Staff Training
It is hoped that staff training will be made available through NEPs
Feedback, Assessment & Review

This policy will be reviewed annually, or within three months of any critical incident, whichever is the earlier.

Signed: _________________________                  

Date:  _______________________

Principal

Signed: __________________________                 

Date:  ______________________

Chairperson - Board of Management
ACTION PLAN

SHORT-TERM ACTIONS (Day 1)

· Immediate contact with family/families. 

· Consult with the family regarding appropriate support from the school, e.g. funeral service. 

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

Rooms will made be made available as follows: 

Prayer Room: Support Room

Individual Meetings: Lobby Meeting Room/Support Rooms

Parents Room: PE Room

Media Briefing (if appropriate) (0 - 24 hours)

Designate a spokesperson. (Leader) 

Prepare a brief statement. (Team) 

Protect the family’s privacy. 

Gather accurate information 

It is important to obtain accurate information about the incident. 

1.      What happened, where and when?

2.      What are the extent of the injuries?

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

4.      Is there a risk of further injury?

5.      What agencies have been contacted already?

Contact Appropriate Agencies 

1.      Emergency services

2.      Medical services

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

4.      NEPS

5.      BOM

6.      DES/Schools Inspector.

 

Convene a Meeting with Key Staff/Critical Management Team (8.00 a.m.) 

1.      Organize a staff meeting, if appropriate. (8.30 a.m.) 

2.      Ensure any absent staff members are kept informed. 

3.      Organize timetable/routine for the day. (Adhering to the normal school
routine is important, if this is possible).

4.      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 Pupil Liaison person.

5.      Arrange supervision of students

 

Liase with the Family Regarding Funeral Arrangements/Memorial Service. 

1.      The Chaplain/ Principal will liase with the family, to extend sympathy

and clarify the family’s wishes regarding the school’s involvement in
funeral/memorial service.

2.      Arrange a home visit by two staff representatives within 24 hours, if
appropriate. (Pupil Liaison Person + Class teacher)
Have regard for different religious traditions and faiths.

MEDIUM-TERM ACTIONS (24-72 HOURS)

· Preparation of pupils/staff attending funeral. 

· Involvement of pupils/staff in liturgy if agreed by bereaved family. 

· Facilitation of pupil/staff responses, e.g. Sympathy cards, flowers, book of condolences, etc. 

Ritual Within the School. 

Review the events of the first 24 hours 

1.      Reconvene Key Staff/Critical Incident Management Team. (8.15 a.m.)

2.      Decide arrangements for support meetings for parents/pupils/staff.

3.      Decide on mechanism for feedback from teachers on vulnerable pupils.

4.      Have review of Critical Incident Management Team meeting.  

(3.00 p.m.)

5.      Establish contact with absent staff and pupils.

6.     Arrange support for individual pupils, groups of pupils, and parents, if necessary.

1.      Hold support/information meeting for parents/students, if necessary, in
order to clarify what has happened.

2.      Give any teacher who feels uncomfortable with involvement in support
meetings the choice of opting out.

3.      Arrange, in consultation, with outside agencies, individual or group
debriefings or support meetings with parental permission. 

4.      Plan for the re-integration of students and staff e.g. absentees, injured, 
siblings, close relative etc)

5.      Pupil Liaison Person to liase with above on their return to school.

 

Plan Visits to Injured 

· Family Liaison Person + Class Teacher + Principal to visit home/hospital. 

· Attendance and participation at funeral/memorial service (To be decided) 

· 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

· Monitor students for signs of continuing distress.

· If, over a prolonged period of time, a pupil continues to display the following, he/she may need assistance from the Health Board. Constant communication with family is essential.

1.      Uncharacteristic behaviour

2.      Deterioration in academic performance

3.      Physical symptoms — e.g. weight loss/gain, lack of attention to
appearance, tiredness, restlessness

4.      Inappropriate emotional reactions

5.      Increased absenteeism.

 

Evaluate response to incident and amend CIMP appropriately.

1.      What went well?

2.      Where were the gaps?

3.      What was most/least helpful?

4.      Have all necessary onward referrals to support services been made?

5.      Is there any unfinished business?

 

 Formalise the CIMP for the future

1. Consult with NEPS Psychologist

2. Ongoing support of pupils and staff.

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

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

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

6. 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.

7. Re-establishment of feelings of safety and predictability among school community.

8. School support for families affected by the incident.

9. 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, Father’s Day. 

· Plan a school memorial service - e.g. plant tree (closure), school event, art work. Memory Book, Memory Box

· Care of deceased person’s possessions. What are the parents’ wishes?

· Update and amend school records.
REFLECTION

(To be completed 6 weeks after the event)

Details of key lessons learned through management of this event.

Appendix i

St Patrick’s Primary School - Critical Incident Management Plan

CONFIDENTIALITY AGREEMENT

As a member of the CIMT, I undertake to use all contact details strictly for the purposes of this Critical Incident Management Plan and not to disclose staff or pupil details to any third party.

I also undertake to return all contact details to the school on the cessation of 

my employment and/or on stepping down from the CIMT.

Furthermore, I undertake to keep confidential, and to treat with sensitivity, 

all information received in connection with the implementation of this Critical Incident Policy & Plan. 

Signed:  
__________________

Date:  ________________



Name

Signed:  
__________________

Date:  ________________



Name

Signed:  
__________________

Date:  ________________



Name

Signed:  
__________________

Date:  ________________



Name

Signed:  
__________________

Date:  ________________


            Name

Signed:  
__________________

Date:  ________________



Name

Signed:  
__________________

Date:  ________________



Name

Signed:  
__________________

Date:  ________________



Name

Signed:  
__________________

Date:  ________________



Name

Signed:  
__________________

Date:  ________________



Name
Sources of Information


 Source:  Responding to Critical Incidents in Schools – National Educational Psychological Services NEPS.

Critical Incident Report Booklet

