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Critical Incident Management Policy and Plan

(Jan. 2026)

Critical Incident Management (CIM) Team 

Key personnel include:
· Team Leaders: Angela McNamara and Laura Kearney
· Deputy Team Leader: Aoibheann Byrt. In the event that a Team Leader is involved in an incident or is not contactable.
· Staff Liaison: Denise Glass and Marie Kenneally
· Student Liaison: Aoibheann Byrt, Monica Keating & another teacher/support person e.g Year Heads
· Parent Body Liaison: Jack Keating (with Year Head support)
· Media/Community Liaison: Laura Kearney
· Administrators: Pauline Cusack and appointed Year Heads/Staff Members
· Family Liaison: Angela McNamara

The team will meet twice annually to update and review procedures as well as to assign roles and tasks. 

N.B.  All team members should keep a copy of this CIM plan at home as well as having access to a Digital Copy in the Critical Incident Team (Ms Teams). There is a ‘Grab Bag’ (Yellow Folder) containing the CI plan, letters on headed paper and other relevant documents in Pauline’s Office.

CIM Team Contact Details 

· Angela McNamara:  	angela.mcnamara@lcetb.ie  
· Laura Kearney: 		laura.kearney@lcetb.ie 
· Aoibheann Byrt: 		aoibheann.byrt@lcetb.ie  	
· Jack Keating: 		jack.keating@lcetb.ie 	
· Monica Keating 		monica.keating@lcetb.ie 
· Marie Kenneally: 		marie.kenneally@lcetb.ie 
· Denise Glass: 		denise.glass@lcetb.ie  
· Pauline Cusack: 		pauline.cusack@lcetb.ie  

Trained First Aiders: Conor Breen, Aoibheann Byrt, Sinead Mortell (, Geraldine O’Brien  & Gary Fowley
Defibrillator: Staff that are trained in the use of a defibrillator: Sinead Mortell, Geraldine O’Brien & Marie Kenneally . 
Caretakers: Alan Tubridy & Niall O’Brien. 


Emergency Contact Details  
Emergency Services:  112/999 (Fire Brigade, Ambulance, Garda) 
Garda Barracks, Scariff: 061.921002  
Doctors: Scariff Medical Centre 061.921123 
Shannondoc: 0818 123500 
NEPS Emergency: 01.8892700 
NEPS Psychologist:  Patrick  Patrick_dolan@education.gov.ie 
Aine Meehan-LCETB Support Worker: 
LCETB: 061.442100 
Donncha O’Treasaigh (Director of Schools, LCETB):
Clergy: Fr. Dariusz Plasek 
State Examinations Commission: 090.6442700 
CAMHS (Child and Adolescent Mental Health Service): Ennis office- 065.6706601 
Limerick office-061.412247 
Out of Hours Mental Health Services: Nenagh General Hospital-067.31491, University Hospital Limerick- 061.301111, Ennis General Hospital – 087.7999857 
Parents Council Representative:                                                                  
 
Additional Helpful Contacts  
Social Worker Office: 065.6863935 
Social services: Ennis 065.6863907, Limerick 061.31411 
Clare Care: Killaloe 061.376346, Ennis 065.6528178 
Connecting for Life (Mick Collins): 061.492089/087.1042096
Crisis Intervention Team, Mid-west Regional Hospital: 087.6534917, 9am-3am daily: 061.485092 
Sláinte Drug & Alcohol Service: 061.318633 
Bernie Carroll, Resource Officer HSE: 061.461143/461454/461469 
Samaritans Helpline: 116 123/061.412111/065.6829777 
Console 24/7 Suicide Helpline: 1800 247 247 
Console (Bereaved by Suicide Foundation): 1800 201 890 
Console (Family Suicide Bereavement Liaison Service): 085.8568081 
AWARE: 1890 303 302 
Pieta House: 1800 247 247 (Limerick- 061.484444)  
Employee Assistance Service: 1800 411 057 
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Aim
The aim of the CIMP is to help school management and staff to respond quickly and effectively in the event of a critical incident (CI), 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 effects on the students and staff will be limited. It should enable us to affect a return to normality as soon as possible. If an incident is on-going and decisions need to be made ‘on the go’; the priority should be to preserve life.
Record keeping
In the event of an incident each member of the team will keep records of phone calls made and received, letters sent and received, meetings held, persons met, interventions used, material used etc. Minutes of other meetings will also be kept.
The Administrator/school secretary will have a key role in receiving and logging telephone calls, sending letters, photocopying materials, etc.
Confidentiality 
The management and staff of Scariff Community College have a responsibility to protect the privacy and good name of the people involved in any incident and will be sensitive to the consequences of any public statements. The members of the school staff will bear this in and will seek to ensure that students do so also. For instance, the term ‘suicide’ will not be used as in the absence of an autopsy and without the consent of the parents/carers. The phrases ‘tragic death’ or ‘sudden death’ may be used instead. Similarly, the word ‘murder’ will not be used until it is legally established that a murder was committed. 
Defining a Critical Incident
The staff and management of Scariff Community College consider a critical incident to be – ‘An incident or sequence of events which overwhelms the normal coping mechanism of the school and disrupts the running of the school.’ Critical incidents may involve one or more students or staff members, or members of the school community. For example:
· The death of a member of the school community through sudden death, accident, terminal illness or suicide
· An accident involving pupils or staff on or off the school premises
· A physical attack on staff member(s) or student(s)
· An intrusion into the school
· Serious damage to the school building through fire, flood, vandalism, etc.
· The disappearance of a member of the school community
· An accident/tragedy in the wider school community
· Any other incident that overwhelms the normal coping mechanism of the school
Non-Critical Incident Procedures 
The CIMT should be contacted using the CIMT WhatsApp group and a meeting called (in person or online). If it is not deemed to be a critical incident but is still an incident that will impact our school community, then the CIMT needs to discuss how the school responds.
For example, in the event of the death of a recent past pupil of staff member then a candle, photograph and a poem/blessing/acknowledgement displayed on the small table outside Meeting Room 1 is appropriate. ‘Recent’ can be defined as having been in the school within the last 6 years. It is important to acknowledge the grief that students and staff may be experiencing.
On the morning of a funeral-A short acknowledgement (sample in the Appendices folder) can be read out during the 1st class. Some students and staff may want to attend the funeral. Be aware of any current students who may have been involved in the incident, or who are relatives, friends, etc. and offer support.

Review
The CI plan is reviewed at the beginning of the school year using the Checklist in Section 3 of Responding to Critical Incidents NEPS Guidelines. If there is a Critical Incident a review will take place at an appropriate time afterwards.

 
Function/Role/Tasks of the Team Members (in no particular order)

Function/Role of the Team Leader/Family Liaison: 
· Gather accurate information and confirm the incident
· Organise the CIM team to meet. If a staff member is involved in the critical incident, make sure that they don’t receive any group texts sent to staff
· Organise class cover for CIM team members, if needed
· Prepare an announcement re the incident for staff, students, parents. (See appendices). 
· Visit bereaved family, express sympathy to family (where relevant) and assure school support
· Arrange for flowers/card, as appropriate
· Liaise with NEPS psychologist and counsellors
· Consult with family on school involvement in funeral
· Liaise with local clergy or appropriate re funeral
· Make decisions on what members of the school community should attend the funeral.
· Make decisions re school closures and notify the DES, parents, bus companies, etc.
· Contact the appropriate emergency and support services (See appendices)
· Ensure that all students and staff profiles are up to date e.g. current telephone numbers, next of kin, parent/guardians contact details etc. on an annual basis
· Inform substitute staff of recent critical incidents that they mightn’t be aware of
· Manage the CIM staff WhatsApp group
· Keeping up-to-date relevant medical information on students
· Responsible for the organisation of the CIM Team meeting twice yearly
· Agree the agenda and ensure all minutes of team meetings are recorded by another member
· Follow up with team members to support any actions
· Liaise at an interagency level with the LCETB and other agencies as required.
· Facilitate annual induction and review of the Critical Incident Management Plan
· Prepare annual report for the LCETB and Board of Management.
Useful Resources/Info: R 10, R13, R14 & R19

N.B. In the event of an unforeseen significant student at risk e.g. a student is missing from the school and neither Team Leaders are available for the consultations a designated CIM team member is able to convene a CIM Team meeting.  It is recommended that a minimum of three members are available to attend.  Other team members may be released throughout the day if required.  A review meeting is convened at the end of the day and a full report will be made available to the Team Leaders on the event, plan and outcome.
N.B If an incident occurs during the school holidays or over the weekend the CIM team need to be contacted immediately by the Team leader and other staff informed later. Whoever first hears the news is to the contact the Team Leader(s).



Function/Role of Staff Liaison 
· Plan a staff meeting (if required), in consultation with the Team Leaders. Take minutes
· If outside school hours get others to help in phoning 5 staff members each, for example. Have an agreed phone message (See appendices). No voicemails. If a staff member is involved in the critical incident, make sure that they don’t receive any group texts sent to staff
· Tell them not to post anything about the incident on Facebook or other social media sites
· Lead briefing of staff on the facts as they are known. Take questions from staff and outline the routine for the day
· Help teachers to prepare for questions from students. Outline possible reactions and distribute hand-outs on handling a form class, post a CI
· Distribute the statement of facts to be read out to all students
· Have helpful hand-outs ready for staff (R3-8, R15, R17, R18 & R20). These are also on the school website under ‘Parents’ and can be uploaded to the Staff Team also
· Advise staff on the procedures for identifying high-risk students and outline what supports are available (R11 & R12)
· Ensure quiet locations are made available in school (staff room).
· Identify support services within the school/centre
· Establish the need for outside services and provide contacts
· Make contact with all staff including those who are absent on Maternity or Sick leave etc.
· Be aware of vulnerable staff members and advise them re counselling and support as appropriate
· Encourage those who feel able to return to class and to maintain the normal school routine, where possible
· Meet staff again later in the day to update information, to offer support and to further identify
· Work in conjunction with the student liaison
Function/Role of Student Liaison 
· Deliver the announcement to students (See appendices). Class teachers will deliver the announcement and have the pack (hand-outs, leaflets, etc.) with them (R1 & R2 for classroom teacher & R4-8, R20 for students). Have some tissues to hand also
· Arrange access to student records
· Maintain link between staff and students (take updates from Teachers on vulnerable students)
· Observe vulnerable students and alert other staff to vulnerable students
· Advise and recommends counselling as required
· Provide material as appropriate to students and outline support services available. Some resources may need to be translated for students of other languages.
· Set up a ‘quiet room’ to share reactions and feelings and take time with the most affected students in the CIM room. Room 56
· Quiet room: Have tissues, access to tea, pens, paper/post-its (write down memories), handouts 
· Advise students on possible reactions (R6 & R7)
· Keep a record of students seen internally and referrals made to external agencies
· Liaise with Team Leaders on an on-going basis
· Encourage those who feel able to return to class & to maintain the normal school routine
· Work in conjunction with the staff liaison
· Organise a simple remembrance service (RE teacher/local clergy).  Try not to glamorise, make it about everyone we’ve lost in the school over the years. It’s not recommended to plant trees or to put up individual plaques/photos but one remembrance plaque for all, is ok


Function/Role of Parent Body Liaison

· Inform parents via text. Same statement as for staff (if by phone) and student body (See appendices). Make sure that the parents involved in the critical incident don’t receive any group texts sent to parents
· Identify him/herself as the named contact for parents of the student body
· Devise a process for dealing with telephone enquiries from parents
· Contact parents where some students request to go home
· Is available to support the Team Leaders to meet with parents of the student body and/or take phone calls
· Facilitate meetings with parents and manages ‘questions and answers’
· Distribute literature on potential reactions, coping with loss and other support information, contacts etc. to parents (R3-9, R16 & R20). Some resources are available through Russian for Ukrainian students (saved to Files on CIM Team). Signpost parents to the Parents section of the school website, where the resources are also
· Ensure that sample letters/statements are up to date on the school’s system and ready for use
· Set up the room for meeting parents
· Meet with individual parents/coordinate support for parents who arrive at school unannounced
· Keep a record of parents seen
· Encourage parents to facilitate the normal routine of the school, as much as possible
Function/Role of Media/Community Liaison
· Tell media to stay in one designated area (if required)
· Take enquiries from the media, identifies and sets up a room to contain media if they arrive on campus
· Cordon off areas where necessary in consultation with caretakers
· Assist Team Leaders in contacting relevant agencies
· Remind staff not to comment on the incident to anyone
· Discourage any student or staff member from talking to the media or posting on Social Media (e.g. www.rip.ie)
· Edit draft statement for delivery (if deemed necessary) by Media Liaison or Team Leader (See appendices)
· Draft a short expression of sympathy and in consultation with the Family, place it on the school website with a link to same on the school Facebook and Twitter pages
· Build up contact with local media personnel ahead of time
· With Team Leaders has prepared statement ready for telephone calls from parents/media and takes telephone calls recording any significant details (See appendices)
· Deal with the community/visitors to the school
· Liaise with community agencies for support and onward referral


Function/Role of Administrator

· Make staff contacts list readily available to staff and CIM Team. N.B Substitute staff
· Maintains an up-to-date list of contacts including (NEPS, Garda Siochána, emergency services, LCETB, Duty Social Worker, CAMHS, local GPs- See appendices).
· Send out a letter to parents each year reminding them to make sure that the school has their most up-to-date mobile numbers and email addresses
· Support Team Leaders in contacting the communication section of the DES
· Have a phone message prepared for enquiries from the public/media (with Media Liaison person)
· Ensure that templates of letters etc. are on the schools’ system in advance and ready for adaptation.
· Send out letters, texts and e-mails with support from Team Leaders/CIM Members or other staff. Be careful not to send text to bereaved family
· Organise photocopying of materials as needed
· Deal with visitors to reception and answering the phone
· Put up any relevant notices and timetable changes, where appropriate
Critical Incident Procedures
Short Term up to 12 hours/1st day:
· The Team Leader(s), having confirmed the incident/death contacts the CIM team and together they establish; “Is this a critical incident?” (Refer to Defining a Critical Incident on pg. 2). Follow Responding to Critical Incident NEPS Guidelines, Section 4-Action Plan for Principal/Team Leader (NEPS Booklet is in the Grab Bag)
· If an incident occurs over the holidays or at a weekend, the point above can be established through phone contact, if members are not available to meet immediately
· For a ‘lock-down’ incident, the coded message to be sent out over the intercom (or inform staff by any means possible); “Timetable Suspended, due to an electrical fault. Everyone to stay in their rooms until further notice.” N.B. Rooms without intercom must be informed-The Sports Hall
· The CIM team meet to plan strategy, keeping in mind the tasks/roles and key tasks are distributed. Organise the supervision of students where needed
· Have a notice at entrance to the school for staff to report to the staff room, on their arrival and the Staff Liaison person will also rotate around to the rooms (for anyone who was missed out)
· Meet staff and note any absences or late arrivals, to ensure that all staff are informed
· If it’s outside the school hours staff will be contacted via text
· Consult appropriate agencies (e.g. LCETB, NEPS, Garda Siochána, emergency services, LCETB, DES, SEC, as appropriate) 
· Edit written and oral announcements for all communication students, staff, parents and media. 
· Make contact with the family/families involved. Explain to them the recommendations we have received re attendance, guards of honour and involvement in funeral
· Have all guidelines for teachers ready (See above)
· Set up locations for the student body CIM room, parents, and media (3 rooms, all separate). Staff to use the staff room 
a. Students Room- No. 56
b. Parents Room-No.4
c. Media Room-      . May not be necessary
Deputy Principal to make changes to timetable to facilitate this
· CIM team outlines to staff the plan for the day and the support available
· Identify high-risk students and staff
· Deputy Principal to ensure that the SPHE teacher and Guidance Counsellor or other teacher, as necessary is freed from class
· Class teachers break news to students in their own classrooms. (See above)
· Inform parents/guardians. Link to support material: https://sites.google.com/lcetbdrive.com/lcetbdrive-com/ci#h.p_Lu5NY0x6mq6k
· Make contact with bereaved family, including a visit to the family. Arrange for flowers/card
· Withdraw siblings
· Organise support
· Plan another staff meeting for later
· Identify high risk/vulnerable students
· Set up a remembrance candle (and photo) and a book of condolence on a table by the office or students/staff can write individual messages and leave them into a sealed box
N.B If incident occurs during a holiday period:
· If an incident occurs during the school holidays or over the weekend the CIM team need to be contacted immediately and other staff informed later. Whoever first hears the news is to the contact the Team Leaders asap
· Caretaker to be contacted by Team Leaders to open the building
· Designated opening hours made clear (e.g. 12-2 on Saturday). Make sure there will be enough staff also available to help with supervision
· Students to be accompanied by their parents if coming in, not to be dropped off and left
· Parents also welcome to come into the school
· Use designated rooms as quiet spaces, hysteria discouraged
· Follow other procedures as outlined in the short/medium/long-term actions
· If incident occurs during a holiday period, a low-key acknowledgment needs to be done on the 1st day of term, with the form class/year group/staff/whole student body, as appropriate. E.g. lighting a candle, short reflection, minute’s silence

Medium-term actions 24-72 hours:

· Review events of first 24 hours
· Staff need to be updated and kept informed
· Monitor students and refer those who are not coping to the Student Support Team Co-ordinator/Guidance Counsellor/Psychologist
· Depending on situation, either prepare for reintegration of students and staff or facilitate the routine of the school, as much as possible (i.e. holiday time/weekend)
· Liaise with family regarding funeral arrangements and whether they are in agreement with an expression of sympathy going on the school website (& FB/Twitter)
· Clarify for staff and students, the funeral arrangements where relevant
· Outline procedures for school involvement in funeral, etc. And explain decisions made, where necessary
· Place an expression of sympathy on school website (if agreed)

Long-term actions: 

· Monitor students and staff
· Remove the deceased students name from school systems; roll, group text messages, reports
· Be aware of upcoming exam results or similar that may be sent to parents of the deceased
· Be aware of any possibly sensitive content in the curriculum (e.g. poems on bereavement)
· Be mindful of graduation ceremonies that would have involved the student and how to best handle it
· Clean out the student’s school locker with the parents, if they wish to be involved
· Evaluate response and amend the plan (incl. de-briefing)
· On-going counselling and support where needed
· Inform all new staff of the plan
· Annual review of the plan
· Organise a simple remembrance service (RE teacher/local clergy).  Try not to glamorise, make it about everyone we’ve lost in the school over the years. It’s not recommended to plant trees or to put up individual plaques/photos but one remembrance plaque for all, is ok. Be careful not to set a precedence

Guidelines for Funeral Arrangements
· In consultation with the family discuss the school procedures in relation to funeral arrangements. Be mindful of religious/cultural differences in relation to death and funerals
· In the event of a sudden death, including a death by suicide it is not recommended that the school host a guard of honour or in any way gives undue attention which may glamorise the tragedy. If it is deemed necessary, a few select students and staff can represent the school in the form of a guard of honour
· The school in consultation with the family may participate in the service e.g. choir, reading etc.
· All participation by the school should be kept low-key for all funerals. This keeps consistency in the event of a death by suicide
· In the event of the death of a staff member, the school should remain open if at all possible. However, the School Management may decide to close the school for the funeral. Decision to be made by the CIM team at the time
· In the event of a death of a student it is recommended that the school remains open, however school management may decide to take the form class to the funeral
· In the event of the school taking the form class to the funeral the school will brief students in advance about the funeral plan and the appropriate etiquette required
· Other students who wish to attend must be accompanied by their parents, who should accompany the student to and from the funeral. Parents/Guardians must sign out the student, according to the school rules
· Students and parents may be invited to come back to the school after the funeral to debrief if necessary. A text message will be sent out if this is to happen
· The school uniform is appropriate to wear at funerals
· If incident occurs during a holiday period, a low-key acknowledgment needs to be done on the 1st day of term, with the form class/year group/staff/whole student body, as appropriate. E.g. lighting a candle, short reflection, minute’s silence

Resource Materials

· Developing a Support Team and Critical Incident Management, Guidance for Schools and Centres of Education – LCETB (2019-2020)
· Responding to Critical Incidents-Guidelines for Schools - DES & NEPS (2015)
· Putting the Student First-A School Responds- LCETB & HSE Initiative (2016)
· National Educational Psychological Service (NEPS)

















11

image1.jpg




