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Introduction 

St. Raphaela’s Primary school aims to protect the well being of its students and staff by 

providing a safe tolerant and nurturing environment as defined in our Mission Statement.   

 

The school has formulated a number of Policies and Procedures  with a view to ensuring the 

physical and psychological safety of staff and students e.g. Anti-Bullying Policy, Code of 

Behaviour and Rules and Expectations for the school day. These documents have been made 

available on our school website. 

 

In addition to these policies, the In School Management Team of St. Raphaela’s have 

developed a Critical Incident Management Plan and Team to help the school to respond 

quickly and effectively in the event of an incident and 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 effect a return to normality as soon as possible. 

 

What is a Critical Incident? 

St. Raphaela’s Board of Management and Staff recognise 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 students or staff members, their family members 

or members of the local community e.g. 

 The death of a member of the school community through accident, violence, suicide 

or suspected suicide or other unexpected death 

 The outbreak of a major illness 

 An intrusion into the school 

 An accident involving members of the school community 

 An accident/tragedy in the wider community which impacts on the school community. 

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

 The disappearance of a member of the school community, from their home or from 

school 

 

 

Supportive and Caring Ethos in the School 

Alongside the caring and respectful environment within the school, St. Raphaela’s Primary 

School has put systems in place to help build resilience in both staff and students through our 

SPHE/RSE programmes, thus preparing them to cope with a range of life events.   

We also ensure that the following systems are in place to address both physical and 

psychological safety of both staff and students are in place: 
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Physical Safety 

In addition to the relevant policies (Health and Safety Policy, Child Safeguarding Statement, 

Code of Behaviour and Ant-Bullying, and the Rules and Expectations ) St. Raphaela’s has the 

following procedures in place: 

 Evacuation plan formulated 

 Regular fire drills occur 

 Fire exits and extinguishers are regularly checked 

 Pre-opening supervision in the school on days of inclement weather e.g. frost, rain, 

snow 

 Secure doors accessed by bell only during school hours.  

 An updated and revised Health and Safety Policy  

 General school rules issued in school journals and on the school website “ Rules and 

Expectations for a happy, safe, respectful school day”  

 

Psychological safety 

The management and staff of St. Raphaela’s Primary School  use available programmes and 

resources to address the personal and social development of students, to enhance a sense of 

safety and security in the school and to provide opportunities for reflection and discussion. 

 Social, Personal and Health Education (SPHE) is integrated into the work of the 

school.  It is addressed in the curriculum by including issues such as grief and loss; 

communication skills; stress and anger management; resilience; conflict management; 

problem solving; help-seeking; bullying; decision making and prevention of alcohol 

and drug misuse.  Promotion of mental health is an integral part of this provision 

 Staffs review the Child Safety Statement on a yearly basis. Each staff member 

undertaken TUSLA training on the Child Protection Guidelines and Procedures, and 

there is an annual review of the Child Protection procedures, including how to 

proceed with suspicions or disclosures.  

 Each Mandated Person has a copy of Child Protection Guidelines and Procedures, and 

access to the agreed procedures and templates for reporting concerns. The DLP and 

DDLP have been appointed within the school. 

 The school has developed links with a range of external agencies e.g. HSE / 

Community Care / NEPS. 

 Inputs to students by external providers are carefully considered in the light of criteria 

about student safety, the appropriateness of the content, and the expertise of the 

providers 

 The school has a clear policy on bullying, and deals with bullying in accordance with 

this policy. 

 There is a care system in place using the “Continuum of Support” approach  

 Students who are identified as being at risk are referred to the designated staff 

member (i.e. relevant mandated person).  Concerns are explored and the appropriate 

level of assistance and support is provided.  Parents are informed, and where 

appropriate, a referral is made to an appropriate agency 

 Staffs are informed about how to access support themselves. 
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Critical Incident Management Team (CIMT) 

St. Raphaela’s have set up a CIMT in line with best practice.  The members of the team were 

selected on a voluntary basis and will retain their roles for at least one school year.  The 

members of the team will meet annually to review and update the policy and plan.   

Each member of the team has access to the schools Critical Incident Management Folder 

which include all of the following: 

 A copy of the Critical Incident Management Team/and the Key Roles 

 An emergency contact list/school staff contact list 

 A copy of the duties of each team member 

 A copy of the Board of Management members and contact details for the Chairperson 

 

The Critical Incident Management Team of St. Raphaela’s Primary School include: 

 Laura Corry, Principal 

 Maria Doheny, Deputy Principal 

 Helen Byrne, Assistant Principal One 

 Maedhbh Hehir, Assistant Principal Two 

 Aine Rooney, Assistant Principal Two 

 Joanne Crowley, Assistant Principal Two 

 Valerie Scully, Chairperson of the Board of Management   

 School Secretary 
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Key Roles of the Critical Incident Team 

The following responsibilities will be assigned to individual members of the CIMT available 

and able to carry out the role at the time of the event, no  member shall operate without the 

support and communication with other CIMT members: 

The Board of Management will be informed throughout. 

 

Team Leader : Principal 

Pre-event 

 Creates a central folder with NEPs resources that can be readily accessed in the case 

of an incident – hard copy folder stored in Principal’s office, soft copy of folder stored  

o Agenda outlines for initial meetings with CIMT and Staff 

o Outline document for teachers for classroom session after an incident (NEPs) 

 Information folders for all Critical Incident members, with outline of the roles and 

responsibilities. 

 Maintains Staff details and emergency contact lists – hardcopy in school personnel 

files, soft copy on Aladdin (accessible by Admins) 

 

Intervention 

 Confirm details of the event 

 Alert the team members to the crisis and convenes a meeting, decide what level of 

response is required (guidelines pgs 20-21, attached as an appendix 

 Co-ordinate the tasks of the team  

 Informs the Board of Management of unfolding incident 

 Liaise with Gardai / Emergency services / Departmental authorities – ensures that 

information is checked for accuracy before being shared. 

 Leads Meetings to brief Staff on the facts as known, gives staff members an 

opportunity to express their feelings and outlines the routine of the day. 

 Decide on how news will be communicated to different groups (staff, pupils, outside 

school) 

 Coordinate the involvement of agencies in the community for support and updates 

team members on the involvement of external agencies  

 Liaise with the bereaved family. 

 

Postvention 

 Ensure provision of ongoing support to staff and students 

 Ensure provision of information to affected families 

 Facilitate any appropriate follow up events 

 Review plan 

 

The Deputy Principal will assure this role in the absence of the team leader. 
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Staff  Liaison, Deputy Principal 

Intervention: 

 Arrange supervision for classes during staff meeting 

 Arranges staff meetings  

 Ensure any absent staff members are kept informed  

 Advise staff on the procedures for identification of vulnerable pupils 

 Provide materials for staff (from the Critical Incident Folder) regarding classroom 

session post incident, stages of grief etc 

 Keeps staff updated as the day progresses 

 Is alert to vulnerable staff members and makes contact with them individually - 

advises them of the availability of the Employee Assistance Service 

 Provide information and contacts regarding counselling. 

Post-event: 

 Provide ongoing support to vulnerable students 

 Monitor staff most affected 

 Refer as appropriate 

 Review and evaluate the plan. 

 

 

Pupil Liaison 

Intervention 

 May coordinate information from teachers about students they are concerned about 

 Alerts other staff to vulnerable pupils (appropriately) 

 Provides materials for students (from NEPs / Critical Incident Folder) 

 Collates and maintains records of students seen by external agency staff  

 Look after setting up and supervision of ‘quiet’ room where agreed (see NEPS 

guidance) 

Post-Event 

 Provide ongoing support to vulnerable students  

 Monitor pupils most affected 

 Refer as appropriate  
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Parent Liaison 

Intervention 

 Liaise with the Chairperson of the Parent Association and BOM Parent Nominees 

 Wherein there is a bereavement, visit the bereaved family with the team leader/other 

members of Senior Management Team 

 Co-ordinate contact with families (following first contact by Principal) 

 Arrange for the set up and scheduling of parent meetings if being held  and set up 

room for meetings with parents 

 Meet with individual parents 

 Maintain a record of parents seen 

 Ensure that sample letters are typed up, on the school’s system and ready for 

adaptation 

 Provides appropriate materials for parents (from their critical incident folder) 

 Consult with the family around involvement of school in e.g. funeral service 

Postvention 

 Offer to link the family with agencies in the community for support 

 Check credentials of individuals offering support  

 Involve as appropriate the family in school lituriges / memorial services 

 

Communications / Media Liaison:  

Pre-Incident: 

 In advance of an incident, will consider issues that may arise and how they might be 

responded to (e.g. students being interviewed, photographers on the premises, etc) 

 

Intervention 

 Liaise with the Principal and Chairperson of the Board of Management 

 Draft Press statements in line with NEPs guidance 

 Liaise with local community members e.g. Community Garda, Parish Office 

 Organise a designated room to address media promptly 

 Designate mobile numbers for contact  

 In the event of an incident, will liaise where necessary with relevant teacher unions 

etc 

 Follow NEPS guidance on social media use (R22, pg 89) 

 

Postvention: 

 Review and evaluate effectiveness of communication response.  
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Administrator - School Secretary and Principal 

 Maintain a list of up to date: (lists will be dated) 

o Parents or guardians - on school Aladdin system 

o Teachers, SNAs and Ancillary Staff- on school Aladdin system 

o Emergency Contact list – printed list to be dated and displayed in School 

Office and Staff Room 

o Passwords for essential school office access- shared with Principal and Deputy 

Principal 

o Up to date medical information on students with allergies, epilepsy etc 

 Creates a folder of the resources contained in section 11 of the NEPS booklet  

 Ensure that templates are on the school’s system in advance and ready for adaptation  

 Take telephone calls and note those that need to be responded to 

 Prepare and send out letters, emails and faxes as assigned by Team Leader 

 Photocopies materials needed 

 Maintain the log of events and telephone calls made and received are kept. 

 All offers of help should be logged – the name of the agency, what they are offering, a 

contact name and number- to be contacted at a later date if necessary 

 Maintains records 

 

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.   

The school secretary will have a key role in receiving and logging telephone calls, sending 

letters, photocopying materials, etc 

 

Confidentiality and Good Name Considerations 

The management and staff of [Insert School Name] 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 

mind, and will seek to ensure that students do so also.  For instance, the term “suicide” will 

not be used unless there is solid information that death was due to suicide, and that the family 

involved consents to its use.  The phrases, ‘tragic death’ or ‘sudden death’ may be used 

instead.  Similarly, the word ‘murder’ should not be used until it is legally established that a 

murder was committed.  The term ‘violent death’ may be used instead. 

 

Location of Critical Incident Rooms 

In the event of a critical incident: 

 The Staff Room will be the main room used to meet the staff 

 The School Classroom for meeting with large groupd of pupils 

 The Nurture room for meetings with individual /small groups of students 

 The Assembly Hall for media 

 The Parents Room for other visitors 
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Communication Regarding the Plan 

 Our school’s final policy and plan in relation to responding to critical incidents has been 

presented to all staff.  Each member of the critical incident team has access to a personal copy 

of the plan.  All new and temporary staff will be informed of the details of the plan by a Staff 

Liaison member. 

 

This Policy was developed by the In School Management Team,  and reviewed and ratified 

by the Board of Management in May 2020.  
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Emergency Contact List 
To be dated and displayed in the School Office and Staff Room 

Agency Contact Numbers 

Gardai – Dundrum  

Hospital  

Fire Brigade  

Local GPs  

HSE  

Community Care Team  

Child and Family Centre  

Child and Family Mental Health Service (CAMHS)  

School Inspector  

NEPS Psychologist  

DES  

INTO  

Parish Office  

Fr. Paddy    

Employee Assistance Service 1800 411 057 
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Appendix 1 : NEPS – Initial Assessment of the Incident 

Day 1: Initial Assessment of the Incident (pg 20-21) 

To clarify the type of response a NEPS psychologist might be expected to offer in different types of 

situations. To assist in this, a classification of response levels is proposed, which is linked to a 

number of factors impacting on the situation. This classification in no way diminishes the seriousness 

of any particular event. It is intended to help schools and psychologists assess what level of 

intervention is needed, including the additional supports a psychologist may need to request from 

colleagues and other agencies. 

 

 

 

STEP 1 

What type of 

response is 

needed 

 Response Level One: The death of a student or staff member who was 

terminally ill; the death of parent/sibling; a fire in school not resulting in 

serious injury; serious damage to school property 

 Response Level 2: the sudden death of a student or staff member 

 Response Level 3: an accident/event involving a number of students; a 

violent death; an incident with a high media profile or involving a number of 

schools. 

STEP 2 

Should a 

Psychologist be 

involved  

 

 Consider the nature of the event and how your school is coping. What 

support do you need from NEPS and/or other agencies? 

 

STEP 3 

How do I assess 

the needs of the 

school? 

 Is there a feeling of being overwhelmed by this event?  

 Has there been a previous incident? How recent? What kind of incident? If 

more than one, how many? (If the school has experienced a recent incident 

or a number of incidents staff may be exhausted or distressed. On the other 

hand, they may feel more experienced and better able to deal with the 

situation).  

 Is there a critical incident plan/team in place?  

 Is there a good pastoral care system in the school?  

 Is there significant media interest in the incident?  

 Are other agencies already involved? 

 

STEP 4 

What action do I 

take? 

 For an incident requiring a Level 1 response it may be sufficient to talk to the 

psychologist on the phone. Locate your Responding to Critical Incidents: 

Guidelines and Resource Materials for Schools (2016). The psychologist will 

refer to these and talk you though relevant sections. A copy of these has been 

made available to all schools. It is also available on www.education.ie by 

following the links to NEPS.  

 In the case of an incident requiring a Level 2 & Level 3 response, make 

contact with NEPS. Depending on the incident at least one psychologist will 

visit the school. 
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Appendix 2 : Critical Incident Management Team and Plan 

Information contained within the CIMT Folder, separate to the Policy Document  

Critical Incident Management Team  

(May-October 2020) 

Role  Phone 

Team Leader   

Garda Liaison   

Staff Liaison   

Student Liaison   

Parent Liaison   

Communications and 

Media 

  

Administrator   

 

Short Term Actions – Day 1 

Task Name 

Gather accurate information Laura 

Who, what, when, where?  

Convene a CIMT meeting – specify time and place clearly  

Contact external agencies  

Arrange supervision for students   

Hold staff meeting All Staff 

Agree Schedule for the day  

Inform students (close friends and students with learning difficulties 

may need to be told separately 

 

Compile a list of vulnerable students  

Prepare and agree media statement and deal with media  

Inform parents  

Hold end of day staff briefing   
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NEPS Guidelines: Initial meeting with Critical Incident Management Team: 

Considerations 

 Share full details of the event 

o Agree on the facts. These will need to be relayed in a clear, appropriate and 

consistent manner by all staff to the students 
 Discuss what agencies have been contacted and whether there are additional ones that 

should be informed  
 Managing communication needs careful attention. Use of social media is a good 

medium for facilitating factual and appropriate communication 
 When a number of external agencies are involved in a response, co-ordination will be 

needed and procedures will need to be agreed. An agency such as NEPS may take on 

this role 
 Plan procedures for the day 
 Discuss how to break the news to relatives and close friends and who should do this 

(remembering that they must always be told separately) 
 Discuss how to break the news to the rest of the studnents. It is often best to do this 

with clsas groups, raather than large assemblies 
 Discuss how to identify vulnerable students 
 Plan a whole staff briefing (including ancillary staff) this may need to be done in two 

groups depending on the arrangements for the supervision of students 
 Agree the text to be sent to parents 
 Delegate responsibilities to the appropriate critical incident team member  
 Discuss which rooms will be made available to external agencies 
 A record should be kept of all students seen by school staff and agencies external to 

the school, one person should be appointed to collate the lists regularly 
 Agree the next meeting time for the CIMT 
 Agree a time for a follow up staff meeting at the end of the day, giving the principal 

opportunity to update staff on any developments and preparation for the following 

day. 
 

NEPS recommendation for initial meeting with staff: 

 

Purpose of this meeting is to the relay facts to staff and to plan the schedule for the day.  

It is generally the principal who leads this meeting.  

It is crucial that the teachers have accurate facts and are kept updated in order to dispel 

rumours which may begin to circulate. 

It may be useful for NEPS to give a brief input. 

 

Sample scripts contained in NEPS Critical Incident procedures booklet, pg 23 
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NEPS Summary Checklist for Principals: Day 1 

(reference to relevant resources from NEPs guidance included) 

 Day One : Summary Checklist for Principals 

1 Gather the facts- what has happened, when, how, where and who is injured or dead 

2 Consult Responding to Critical Incidents: Guidelines and Resource Materials for 

Schools (avaliable on the DES website www.education.ie) 

3 Is it an incident requiring a NEPS Response at Level 1, 2 or 3? 

4 Who do I need to call (see Emergency Contact List - R21)? 

5 Meet with the other Critical Incident Management Team 

6 Meet with other agencies, if involved, to agree roles and procedures 

7 Have administration staff photocopy appropriate literature 

8 Arrange for the supervision of students 

9 Agree content of communication for school social media site, if appropriate 

1

0 

Address the staff meeting 

1

1 

Identify vulnerable students 

1

2 

Draft a media statement (R4) 

1

3 

Prepare for a media interview (see Section 9) 

1

4 

Draft a letter to parents (R2, R3) 

1

5 

Meet with the CIMT to review the day and arrange an early morning meeting for the 

following day 

1

6 

Meet with the staff group 

1

7 

Make contact with the affected family/families 

Maintain the normal routine if at all possible 
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Medium Term Actions-  (Day 2 and following days) 

 

Task Name 

Convene a CIMT meeting to review the events of day 1 Team leader 

Meet external agencies  

Meet whole staff  

Arrange support for students, staff, parents  

Visit the injured  

Liaise with bereaved family regarding funeral arrangements  

Agree on attendance and participation at funeral service  

Make decisions about school closure BOM 

 

 

Follow up – Beyond 72 hours 

Task Name 

Monitor students for signs of continuing distress Clsas Teachers 

Liase with agencies regarding referrals  

Plan for return of bereaved student(s)  

Decide on memorials and anniversaries BOM /staff, parents 

and stuents 

Review response to incident and amend plan Staff / BOM 
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NEPS Template : Media Announcement 

 

 

This can be used as a template by schools to be emailed, posted  on the school social media 

site or given to the media. It may help to decrease the number of media calls and callers to 

the school. 

In some instances it is not appropriate to provide names or information that might identify 

individuals.  This announcement will need to be changed based upon confidentiality issues, 

the wishes of the victim’s family and the nature of the incident. 

 

My name is (*EDIT*Name) and I am the Principal of (*EDIT*Name) School. We learned 

this morning of the death of (*EDIT*one of our students or Name of student). This is a 

terrible tragedy for the (*EDIT* Family Name) family(ies), our school and our community. 

We are deeply saddened by these events. Our sympathy and thoughts are with the (*EDIT* 

Family Name) family and friends. 

(*EDIT*Name) was a (*EDIT* e.g. 5th year boy) and will be greatly missed by all who knew 

him/her. 

We have been in contact with his/her parents and they have requested that we all understand 

their need for privacy at this difficult time. 

Offers of support have been pouring in and are greatly appreciated. Our school have 

implemented our Critical Incident Management Plan. 

Psychologists from the National Educational Psychological Service (NEPS) and 

(*EDIT*insert other information if relevant) have been with us all day supporting and 

advising teachers in their efforts to assist our students at this time. 

The teachers have been helping students to deal with the tragic event. 

The school has been open to parents, to support them and to offer them advice and guidance. 

We would ask you to respect our privacy at this time. 

Thank you. 

 


