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Critical Incident Policy 
Rationale

Carrowreagh Primary School aims to protect the well being of its pupils and staff by providing a safe and nurturing environment at all times.  This policy is intended to help the school be prepared for a critical incident should it arise and to ensure effective management in a difficult situation.  This policy has been developed by staff and adopted by the governors with reference to the advice and procedures of the Education Authority.
What is a Critical Incident?

A critical incident may be defined as any sudden and unexpected incident or sequence of events which causes trauma within a school community and which overwhelms the normal coping mechanisms of that school.

What types of critical incidents could affect our school?

Incidents include:

· Sudden death of a pupil or member of staff;

· Disappearance of a pupil or member of staff;

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

· Severe injury to pupil or staff member as a result of road traffic collision;

· Serious assault on pupil or staff member in school;

· Violent/disturbed intruder on school premises during school day;

· Serious damage to school building or property through fire, flood or vandalism;
· Civil disturbances in the local community;

· Pupils with contagious illness;
· Immediate evacuation of the school with no likelihood of return for a number of hours.

Managing a Critical Incident

Critical incidents happen when least expected.  If the school should be affected by a crisis, all staff have an important role to play in supporting the emotional health and wellbeing of the school community and in maintaining control of the situation.  Staff should be made aware that they have a significant role at this time, that they feel valued and that their contribution is acknowledged.  On occasion, some staff members, for various reasons, 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.
Before the incident

Critical incidents do happen and it is important that Carrowreagh Primary School has a Strategy in place to best respond and manage any traumatic situation should it occur.

Carrowreagh Primary School is proactive in preparing for a critical incident such as those outlined in this policy. In the event of a critical incident Carrowreagh Primary School aims to:

· Consider staff and pupil welfare;

· Respond in an informed manner;

· Create a positive, open, communicative climate where the needs of staff and pupils are met;

· Create a safe environment whereby the physical, social and psychological health of pupils is a priority; and
· Establish positive working relationships and dialogue with outside agencies, thus enabling full and effective collaboration in the event of a critical incident. 

Critical Incident Management Team
Carrowreagh Primary School has in place, a Critical Incident Management Team.  The CIMT (Critical Incident Management Team), task is to develop and maintain the Critical Incident Management Plan.  The CIMT comprises of the following staff/Governors:

· Mrs D. Crawford – Principal/SENCO/Designated Teacher for Child Protection

· Mrs. C Young – Senior teacher / Deputy Designated Teacher for Child Protection

· Mrs P. Hayes – Chairperson of the Board of Governors

· Rev R. Gaston – Governor/Minister 

The CIMT may co-opt other members of staff to assist them, should they deem necessary.

Mrs Crawford will act as Team Leader of the CIMT, or in her absence Mrs. Young will assume the role.  

Role of the Team Leader

The Team Leader should co-ordinate the school’s response to any critical incident.  The Team Leader:

· Alerts team members to the crisis and convenes a meeting of the team;
· Co-ordinates/delegates tasks of the other team members;

· Liaises with the Board of Governors, the Education Authority and the Department of Education;

· In case of bereavement, liaises with the bereaved family.

Other areas of responsibilities which may be delegated by the Team Leader to other members of the team include:

Contacting Emergency support services;

· Briefing and advising the staff and noting their feelings and concerns;

· Organising the supervision of pupils in the school;

· Keeping staff updated on information/developments/progress;

· Meeting with students to brief them on the situation;

· Taking care of pupils/staff requiring ongoing support;

· Meeting with individual parents/groups of pupils; and
· Visiting bereaved families or families closely associated with the incident.

All team members will keep written records of phone calls, letters, meetings and interventions.
Confidentiality

The School is conscious of its responsibility to protect the privacy of people involved in any incident and will be sensitive to the consequences of any pupil statements. 
 Initial Response to the Incident                    
 Critical Incident Management Plan
The CIMP (Critical Incident Management Plan) must balance the twin objectives of managing the incident and meeting the needs of the whole school community. 

Immediate action by Staff at the scene

1. Assess the Risk

· Contact the appropriate emergency services;

· Ensure that any immediate action taken to protect people or property does not give rise to further risk; 

2. Brief the CIMT

· Contact the CIMT ASAP;

· Share information about the incident.

3. Receiving the alert

The alert may come from:

· A staff member

· A pupil

· The police

· Parents

· The media

Whoever receives the alert should be prepared to ask for as much information as possible using the Initial Report Form (AR1 form).  This includes:
· What has happened?

· Have the emergency services been informed/are they attending?
· Exact location and any access points if the person is not on site.

· Casualities.

· Actions taken so far.

· Name/contact at the site if the person is not on site.

· What assistance is needed?

The Team Leader will decide on the level of response needed.  If the school cannot cope alone then:

· The Emergency Services will be contacted immediately if not already done so.  Call 999.
· The capabilities of other organisations will be alerted via the EA Critical Incident Line: 028 3751 2515
A meeting of the CIMT is arranged and a Running Record is completed.
Immediate action by the CIMT
1. Assess the ongoing danger.

2. Allocated roles to staff members.

3. Establish a central information point.

4. Set up dedicated phone line.

5. Inform key people and seek support as appropriate/link with other relevant agencies (see Contacts List Appendix 1).
6. Brief all staff.

7. Inform all pupils.

8. Inform all parents.

9. Contact with media (if appropriate).
10. Debrief all staff – End of day session.

11.  Meeting of CIMT – End of day session.

Further action by CIMT – Day 2

It is important for the CIMT to continue to monitor the situation.  A second Running Record should be completed on Day 2 after a Critical Incident.  This includes:

1. Record any further details/information since previous day.

2. Maintain central information points.

3. Maintain dedicated phone line.

4. Deal with cover/flexible timetable

5. Briefing staff – Morning session.

6. Pupils

7. Parents

8. Consideration of memorial services.

9. Debriefing staff – end of day 2 session.

10. Meeting of CIMT at end of day 2.
Central Information Points
The Principal’s Office should be used for members of the CIMT.

The Staff Room should be used as a staffed information point in the event of a critical incident within the school.  This is an easily accessible area to facilitate the exchange of accurate and relevant information.

Telephone Communications

Telephone lines should be kept clear, where possible to receive important messages.

Only key information should be released, as agreed by the CIMT.

The Principal will call people/services listed on contact list (See Appendix 1 for Contacts List).  Some calls may be delegated by the Principal to key members of staff.
It is important that the members of the CIMT have a copy of the contacts list at home, as critical incidents can occur outside of school hours and term time.  The list should be reviewed and updated termly.

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 incident, and a time should be set for a formal debriefing at the end of the school day.  Staff should be kept updated on developments during the course of the day(s).  Absent teachers should also be briefed on the situation.
Informing Pupils

It is important to inform pupils as soon as possible.  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 in which is appropriate, using language and methods of communication already familiar to them.  
Pupils should be informed in small groups, as this reduces the potential of creating a highly charged emotional atmosphere, for example, siblings, close friends and class groups.  Children should be informed in their classrooms if possible as this is an environment which is familiar to them.  The best person to deliver the news would be the class teacher but they are able to decline if they feel unable to do so.  Before making the announcement, attention needs to be given to what the pupils are to be told as well as how they are to be told.  Staff should be aware that young people’s understanding of death will depend on their cognitive and developmental age.
After making the announcement, teachers should allow time for pupils to discuss their feelings and ask questions.  Teachers have a listening, supporting and containing role and should remain calm and listen to the pupils.

Pupils who are absent from school, for any reason, should also be informed.

In the case of a suspected suicide there are a number of factors that need to be considered.  In this case, guidance from “Every School a Good School – A Guide to Managing Critical Incidents in Schools,” should be followed. 

Informing Parents

When a critical incident occurs, parents must be informed.  The type of critical incident will determine the nature of contact with parents and the urgency with which it is done.

Parents of pupils directly involved should be telephoned or visited.  If the death of a pupil has occurred, the school needs to be mindful of the bereaved parent’s needs.  The Principal should make contact with the parents as soon as possible to express sympathy, liaise over messages of condolence from staff/pupils and to discuss funeral arrangements.  In this case, schools should always take into account the wishes of the family.  
Other parents also need to be informed.  This is likely to be done most effectively by letter.  When making contact with parents, it is important that any information given is factual and accurate. 
Should information need to be given as a matter of urgency, the TextLocal system should be used.
Further advice on informing pupils and parents can be found in “Every School a Good School – A Guide to Managing Critical Incidents in Schools.”

Role of Parents

Parents 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 school and externally.

In all cases, giving parents some information on how children react to a traumatic event will be helpful and reassuring, for example, children 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. 

Support for Pupils and Staff

The Critical Incident Response Teams from the EA, together with the Independent Counselling Service for School, can if required provide initial support to the school community.  They can be contacted on – 028 908 65293.

It is important to give careful consideration to the benefits to be gained for the school community of accepting help from any source, other than those which had been planned.

Staff themselves, including the CIMT, must be given consideration and should be given opportunities to discuss their own reactions to what has happened and to share their observations of children.  
Further advice and guidance on supporting pupils and staff can be found in “Every School a Good School – A Guide to Managing Critical Incidents in Schools.”
Support within School

Informal support in school is available through staff, colleagues and friends who can help each other.  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 is available.
External Support

In the longer term, staff may benefit from counselling support which can be provided by the EA. 
Details of Pupils/Staff requiring ongoing support should be recorded.

The Media
The School is under no obligation to speak to the media.  Should a critical incident occur, the school should contact the EA’s Communication Officer/Unit, whose role is to facilitate media communications.
Assisting Statutory Investigations
A critical incident, in particular, the sudden death of a pupil, can trigger an investigation that may involve a number of statutory agencies. It is important to participate in such investigations, in order to best protect children in the future.
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.  In very exceptional circumstances, such as death on school premises, it may be necessary to close the school.  Further advice on exceptional closures and the procedures to be followed are contained in the Department of Education’s Circular 2005/08, or any that replaces it.  
Critical Incidents during weekends and school holidays

If a critical incident should occur during weekend, when the CIMT has been notified, normal procedures should be followed. 
Normal School Routine
Schools should restore normal school routine as soon as possible.  Teachers should continue to ascertain curriculum activities such as circle time and PDMU during the days following the critical incident.
Returning to school for some pupils after a critical incident may be very difficult and every attempt should be made to provide as much continuity as possible.  Suitable arrangements should be made to support a pupil, this includes:
· Arranging a home visit to discuss plans for returning to school even on a phased basis;

· Arranging for school work to be sent home where possible;

· Briefing staff/pupils on how to best support individuals;

· Planning support for emotional needs; and

· Arranging support for temporary or permanent mobility difficulties or disfigurement.

A record should be kept of a pupil who has been affected by loss/bereavement.  When a pupil affected by a critical incident moves school, the receiving school should always be informed.  

Staff may need to consider a support plan for individual pupils returning to school after a long period.

It is unwise to focus obsessively on the critical incident, yet issues arising from the event, should not be avoided. 

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.  

The return of personal belongings/school work to them family, needs to be handled sensitively.  
Memorials and Commemoration

In the event of a death within the school, the school may wish to hold a memorial or commemoration, with the consent of the family.  Holding a special assembly is a way of celebrating the life and achievement of a pupil or colleague.  
Links with other Policies

The following policies may be relevant and should be consulted:

· Health and Safety

· Complaints

· Pastoral Care

· Child Protection

· Bereavement 

· SEN

Review of Critical Incident Management Plan

A review should be carried out within 6 weeks of a critical incident.  This review should be undertaken in collaboration with those support agencies involved and should include consultation with the school community to evaluate effectiveness of the plan and to make necessary modifications if required. 
A formal review of the Critical Incident Management Plan and this policy will be carried out annually.
Appendix 1

Useful contacts in the event of a Critical Incident

	Name
	Contact details

	Carrowreagh Primary School
	02827662440

	Mrs. D Crawford
	07545911878

	Mrs C Young
	07547644223

	Mrs P Hayes
	02827663598

	Rev R Gaston
	02829571953

	Mrs R Hall
	07926761129

	Mr M Bellew
	07414606153

	Mrs P Shannon (keyholder)
	07851945348

	Critical Incident line
	028 37512515

	Independent Counselling Service
	028 90865293

	Ballymoney Health Centre
	028 27660300

	Rasharkin Health Centre
	028 29571203

	Coleraine Hospital Emergency Dept.
	028 70327032

	Ballymoney Police Station
	0845 600800

	School Nurse
	028 276618234   Veronica Kelly 


Carrowreagh Primary School





Managing Critical Incidents Policy








13

