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ST. DOMINIC’S COLLEGE

CABRA, DUBLIN 7


Critical Incidents Policy
At St. Dominic’s College, we are committed to enabling each and every student to reach her potential, both in the academic and non-academic fields. We acknowledge the importance of creating a safe and nurturing environment where everyone is respected, listened to and supported.
St. Dominic’s College has formulated and implemented a number of policies and procedures to ensure the physical and psychological safety of all within our care.
What is a Critical Incident?
St. Dominic’s College 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” (NEPS).  Critical incidents may involve one or more pupils, staff, the school or local community.  Types of incidents may include:
· The death of a member of the school community through sudden death, accident, terminal illness.

· A serious accident or tragedy within or affecting the school community.

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

· An intrusion into the school.

· The disappearance of a member of the school community.

· An accident involving members of the school community.

· A contagious illness.

· A physical attack on a staff member or student.

Aims of the Policy
The Critical Incident Policy puts in place a Management Plan to address the issues that may arise in the event of the occurrence of this type of incident.  This plan will help staff and management to react quickly and effectively to manage the situation.  The plan aims to help the school to achieve a return to normality as soon as possible and to ensure that the effects on the students and staff will be limited.

Strategies in Place
St. Dominic’s College has put systems in place to lessen the probability of an occurrence of an incident. In accordance with our Safety Statement, the measures adopted to address both the physical and psychological safety of staff and students include:
Physical Safety:
· Prevention 

· The formulation of an evacuation plan

· Regular fire drills

· The installation of internal fire doors

· Regular checks on fire doors and fire extinguishers

· 2 defibrillators in place

· Supervision of break times

· Staff training in First Aid

· Sign in/out for students

· First Aid supplies on corridors

· Etiquette on corridors – walk on the right hand side

· “Respect” tutorials 
· All visitors must report to the main office
· Swipe Card System

· CCTV

· Child Protection Procedures

· Health and Safety Regulations  

Psychological Safety
· Prevention

· A comprehensive Pastoral Care Programme involving the Guidance Counsellors, the Care Team, Year Heads and Tutors and chaplains.
· R.E. Programmes for students to identify and discuss pertinent issues, raising awareness of the supports that are available at present.

· An Anti-Bullying Policy.

· A “Big Sister” Programme

· SPHE programmes focussing on issues such as grief and loss, communication skills, stress and anger management, conflict management, problem solving, help-seeking, decision-making and alcohol and drug prevention.

· The establishment of links with outside agencies that offer supports and facilitate referrals in the event of an emergency.

· The provision of information, books and resources to staff on issues that relate to difficulties affecting the student.

· Respecting confidentiality when appropriate.

· Our “Dignity in the Workplace” policy.

· Child Protection Procedures 
Critical Incident Management Team (CIMT)
There is a Critical Incident Management Team in line with best practice and we will maintain this team in future.  The members of the team are selected on a voluntary basis and retain their roles for at least one school year.  The members of the team meet once a year to review and update the plan.  Each member of the team has access to an information pack with relevant materials to be used in the event of an incident.
Roles and Responsibilities
1. Team Leader: Ms Ann Cameron in her absence (a) Ms. Irene Maher Smyth or (b) Ms. McGowan
· In the event of any of those team members listed below not being available, the Principal will appoint an appropriate person to fulfil their function.

· Declares when it is a critical incident.

· Establishes the facts.

· Alerts the team members to the crisis and convenes a meeting.

· Co-ordinates the tasks of the team.

· Prepares an incident room.

· Liases with BOM/DES/ other relevant agencies.

· Liases with the family/families involved.

· The Team Leader reserves the right to co-opt or engage the services of specialist advisors where required e.g. legal, insurance etc.

· Le Chéile Trust Body.
2. Staff Liaison: Irene Maher Smyth
· Lead a meeting to brief staff on the facts as known, give staff members an opportunity to express their feelings and outline the routine of the day.

· Advise staff on the identification of vulnerable students.

· Are alert to vulnerable staff members and make contact with them on an individual basis.

· Provide materials to staff from the pack.

· Arrange for outside agencies to support staff if required.
3. Student Liaison:  Aoife Lynch/Mary Lynch
· Liases with other team members to keep them updated with information and progress.

· Alerts staff to vulnerable students.
4. Community Liaison:  An Garda Síochána
· Liaise with agencies in the community for support and onward referral.

· Update team members on the involvement of external agencies.

· Co-ordinate the involvement of these agencies.

· Maintain up-to-date lists of contact numbers of key parents such as the members of the Parents’ Association Committee.
5. Parent Liaison:  Eilish Shanley Blake
· Facilitates “questions and answers” meetings.
· Meets with individual parents.

· Provides relevant materials/information for parents.

· May visit the affected family with a team member.
6. Media Liaison:  Ann Cameron
· Co-ordinates and manages responses to interviews and to photographers on the premises etc.

· Where necessary, will liaise with the Communication Section of the DES.
7. Administrator: Eimear O Sullivan/Eimear O’Brien/ Melissa Macken (on leave)
· Maintains up-to-date lists of contact numbers – parents/guardians/teachers and emergency support services.

· Responds to telephone calls, photocopies materials and sends letters.

Critical Incident Room
In the event of a critical incident, the following rooms will be used:
· Board Room 



To meet Critical Incident Management Team.
· Staff Room



To meet staff.
· Assembly Rooms/Classrooms

To meet students.
· Library




To meet parents.
· Principal’s Office/Gym


For the media.
· Guidance Counsellors’ rooms

For individual sessions with students.
· Rooms in Veritas block


For other sessions.
· Oratory




A Quiet space
Record Keeping
In the event of an incident, each member of the team will keep detailed records of the date and time of the incident, action taken and all relevant communication including:
· Phone calls made and received

· Letters sent and received

· Meetings held

· Persons met

· Interventions made

· Materials used

Each member of the CIMT will be issued with a booklet containing prepared record sheets. Amy Ryan and Eimear O’ Brien will have a key role in receiving and logging telephone calls, sending letters and photocopying materials. Melissa Macken will also be involved in this record keeping role but is on leave at the present time. 
All documentation relating to the event must be forwarded to the Team leader for collation and filing as appropriate.
Communication
The Team leader in conjunction with the CIMT will prepare an appropriate communication for distribution to the relevant school community.
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Task Name

Gather accurate information
Itis crucial that the school has the correct information regarding
the crisis. Therefore, it is important that involved staff gather to|
establish the facts- this may involve contacting others such as
hospitals, Gardai, parents.

Who, what, when, where?
Convene a CIMT meeting — specify time and place clearly Principal
Contact external agencies Guidance Counsellors

Arrange supervision for students Deputy Principals, Year Heads





[image: image4.png]Hold staff meeting Principal, Deputy Principals
‘Agree schedule for the day amt

Inform students ~ (close friends and vulnerable students may need | Principal

to be told separately) Year Heads

‘The statement should seek to: Counsellor

Be communicated in a sensitive manner
Give the facts as they are known

Highlight the support that will be available
Indicate the actions that are planned

Compile alist of known vulnerable students

‘Counsellors, Special Education
Needs (SEN) team

Prepare and agree media statement and deal with media
In preparing a press statement thought should be given to the
following suggestions:

Priority to be given to the sensitiv
those affected directly by the crisis
The non-release of names, addresses and phone|
numbers

Rely on facts and avoid speculation

Consider likely questions and a response to them
Agree with the press a time for briefings if this is
necessary in an ongoing situation

Nominate a specific location for press briefings

recommended that this Press Statement be simple and|
brief. If appropriate, it should express the sorrow of the entire|
school community at the sudden death or illness of one of thei
members and it should extend sympathy to the bereaved|

family. statement should be adhered to, and not|

elaborated on, in all communications with the media and i

should be familiar to every member of the school staff.

Inform parents incipal, Deputy Principals

‘Contact Chairperson of the Board of Management
You may want to consider informing the Chairperson and other|
mermbers of the Board and call an emergency board meeting.

Principal

Hold end of day staff briefing

incipal





Post-Incident Evaluation
· The Principal meets with and debriefs the CIMT.

· A report is prepared.

· The Principal meets with staff.

· The Principal meets with each Year Group.

· The Principal meets with the Board of Management.

· Procedures used are evaluated.

· The Critical Incident Policy is reviewed.

Holidays

If an incident occurs outside school hours, during the holidays or off the school premises the team leader will convene a CIMT meeting.  If a member is unavailable or wishes to withdraw temporarily from the team, then the team leader will co-opt a substitute member.
Success Criteria
· The staff and management reacted quickly and appropriately to address the Critical Incident.

· The school returned to normality as soon as was possible.

· All members of the school community were familiar with the details of the policy and were clear about procedures.

· Any problems with the policy that emerged at the post-incident evaluation were addressed where relevant.

This policy will be reviewed annually.

[image: image5.png]« For those students who wish, encourage and assist them
to write a personal message of sympathy. Consider also a
common expression from students and/or staff.

« Check out, perhaps with the funeral directors, the
amrangements  concerning  floral tributes.  Any
‘accompanying messages should be hand written.

« I possible, representatives of the school should vist the
home of the bereaved. If students request to visit the
home, phone ahead to check that appropriate.
Visiting the bereaved may be distressing- support those
involved.

‘Make decisions about school closure. ‘Board of Management
‘Whether the school will remain open or will close as a mark of |
respect to the bereaved family will depend on the judgement of
the Principal, management and the Department of Education and
Skill following consultation with the school staff. f the decision
isto close the school, it is advisable to do so ONLY after informing,
the bereaved family and of the routine which the school will
follow over the coming days. Parents should be formally notified
of the school closure.

Follow-up — beyond 72 hours

Task Name

Monitor students for signs of continuing distress Class teachers

Uaise with agencies regarding referrals ‘Guidance counsellors

Plan for return of bereaved student(s) Principal, Deputy Principals,
guidance counsellors

Plan for giving of ‘memory box 1o bereaved family Chaplain

(optional)

Decide on memorials and anniversaries. BOM/Staff, parents and students.

Review response to incident and amend plan Staff/BOM





Chairperson’s signature: 
Ratification date:  
13th December 2021 and updated 6th September 2022
Date of Review: 
December 2024
Critical Incidents Pack

Emergency Contact List:
	· Garda: Cabra Garda Station 
	01 666 7400

	· Ambulance
	999

	· Fire Brigade
	999

	· Temple Street Hospital
	01 878 4200

	· Local GP
	01 513 2828

	· Health Board/Child and Family Centre – Daughters of Charity Child and Family Service
	01 838 8077

	· Chairperson of the Board of Management 
	

	· State Examination Commission 
	090 644 2700

	· DES – Communications Unit
	

	· NEPS Psychologist: Sarah Callinan
	

	· Clergy/Pastoral Care
	

	· Local counselling services – Spectrum Mental Health
	01 611 1719

	· Aoife Lynch
	

	· Mary Lynch
	

	· Association of Guidance
	01 676 1975


Useful Contact Numbers
	· Barnardos 
	01 453 0355

	· The Samaritans
	1850 609 090

	· Childline
	1800 666 666

	· Parentline
	1890 927 277

	· Aware
	01 676 6166
1890 303 302

	· National Suicide Bereavement Support Network
	024 95 561

	· Rainbows
	473 4175

	· The Bereavement Counselling Service - Dublin
	01 839 1766

	· Bereavement Counselling Service
	01 676 7727


Letter to Parents (1) 

(Sample letter in the event of a tragedy)
Dear Parents, 
The school has experienced (the sudden death, accidental injury) of one of our students. We are deeply saddened by the death/events. 
(Brief details of the incident, and in the event of a death, perhaps some positive remembrances of the person lost) 
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 that he/she may like to discuss with you. You can help your child by taking time to listen and encouraging them to express their feelings. It is important to give them truthful information that is appropriate to their age. 
If you would like advice or assistance you may contact the following people at the school. (Details) 
[image: image6.png]Medium term actions - (Day 2 and following days)

Task Name
Convene a VT meeting o review th events of day 1 principal

Weet external agencies Gutdance counseliors
Weet whole soff %

range suppor or students,sof,parents principal

‘The students may wish to organise some service or ritual within | Chaplain
the confines of the school. They should be consulted as to the | Guidance Counselors
nature of such a service. Such an event may be of great benefit | Year Heads
tostaffand parents. Deputy Principals
Focus on the friends of a bereaved student, as they can be the
best source of support. Often the bereaved student may not wish
to speak to an adult and may rely heavily on friends. These close
friends may need support as they attempt to find ways to be of

help.
Visit the injured. Principal and others
‘Liaise with bereaved fomily regording funeral arrangements Principal

‘The involvement of students in any funeral or other services | Year Head
needs to be discussed. This requires invitation, planning and | Tutor
review. The families involved need to be consulted, the students | Counsellor
invited to take part, time given to prepare for ths particpation
and, finally, a debriefing of those concerned. While it would be:
appropriate for the deceased student’s classmates to attend the
funeral, t may be inappropriate for large numbers of students to
be present. The presence of large numbers of young people at
such highly charged events could prove to be inappropriate as
wellas being upseting for individua students and for the parents
of the deceased student. At all times the rights of the deceased
family to privacy must be respected.

‘Agree on attendance and participation at funeral service Principal to delegate to CIMT.

members

« Decide what form of representation is appropriate. It is
‘essential where possible, to consult the family concerned.
Do not presume that the bereaved family will want a very
public presence by the school.

« Prepare students ahead of the funeral. For some this may |
be the first occasion they have been exposed to a major
grief.




Yours sincerely,

Ann Cameron

Principal 

Letter to Parents (2)

(Sample letter requesting consent for involvement of outside professional/s)
Dear Parents,

 Following the recent (tragedy, death of X) we have arranged professional support for students in school who need particular help. (X ……) is available to help us with this work. This support will usually consist of talking to children, either in small groups or on a one-to-one basis and offering reassurance and advice as appropriate. 

Your son/daughter has been identified as one of the students who would benefit from meeting with the psychologist. If you would like your child to receive this support, please sign the attached permission slip and return it to the school by………………… 

If you would like further information on the above or to talk to the psychologist, please indicate this on the slip or telephone the school. 
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Yours sincerely, 

Ann Cameron 

Principal

………………………………………………………………………………………. I/We consent to having our daughter/son met by a psychologist employed by the Minister for Education and Science.

 I/We understand that my daughter/son may meet the psychologist(s) in an individual or group session depending on the arrangements which are thought to be most appropriate. 

Name of student: …………………………………………….
Class/Year:………………………………………………

Date of Birth:…………………………………………………

I would like my daughter/son …………………………… to avail of the support being offered by the psychologist. 

Signed………………………………………(Parent/Guardian)

Dealing with the Media

	Do’s and Don’ts in dealing with the media

	· Do write a press statement 

· Do consider contacting the INTO, TUI, ASTI or other relevant body for advice and guidance

· Do use careful and sensitive language

· Do keep it short

· Do regard everything as recorded and quotable (generally the media will)

· Do ask whether there will be the possibility of editing the interview

· Do ask in advance for an outline of the questions that you will be asked

· Do avoid sweeping statements and generalisations

· Do avoid being drawn into speculation 

	· Don’t go into personal details of those involved

· Don’t read the statement to the camera

· Don’t engage in rambling discussions afterwards

· Don’t use “no comment”

· Don’t respond to “quotes” from others

· Don’t answer questions you don’t know the answer to

· Don’t make “off-the-record” comments


Appendices

Appendix 1 Principal’s checklist for consideration

The following is a checklist to guide the Principal on what she/he must do and what is appropriate to say to all concerned. The list is not exhaustive or written in order of importance. 

· Take time to let the news sink in

· Call a meeting of the CIMT, include Year Head and Tutor

· Put together as much factual information as is possible

· Inform staff of the incident

· Discuss school routine for the first day with the staff

· Identify particular students who may need to be told individually, for example, close friends, relatives.

· Inform the pupils of the event and explain that this is something that everyone will find difficult. Explain school routine for the day and support made available for the students

· Contact NEPS, CAMHS, Chairperson of the Board of Management and Le Cheile.

· Make contact with the family

· Meet with key staff who can offer student support and decide on the format for this.

· Decide on any other arrangements which need to be made on the first day, for example, a short religious service.

· Check in with staff in the staff room during the day and keep abreast of what is happening in the school

· Be aware of members of staff who may be distressed, for example, staff who are recently bereaved themselves or have had prior experience of a similar tragedy.

· Encourage staff to come to you during the day and let you know how things are going

· Find out the details of the funeral and related matters and communicate this to staff and students

· At the end of the first day, review events with staff and make plans for the following day

· Make staff aware of students who are particularly vulnerable and what supports will be made available to them.

· If there is a likelihood of interest from the media discuss a strategy to deal with any such requests

· Liaise with other principals if the incident involves one of our students who has siblings in another school. 
[image: image8.png]Appendix 2 Staff support

From 01 October 2016, the Employee Assistance and Wellbeing Programme for Teachers and Special
Needs Assistants will be provided by EAP Consultants/Carecall. The service is accessible through
the Freephone Helpline at 1800 411 057 and is available 24 hours a day, 365 days a year.

In addition to telephone counselling, other health and wellbeing services include:

« Face-to-face counselling where required
« Family Life advice

« Specialist information Services

« Manager Support

‘The Teachers and Special Needs Assistant’s Employee Assistance & Wellbeing Programme Website is
full of useful articles & information to support you i the d

Website:  https/www inspirewellbeing org/workplaces
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