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Introductory Statement 

 

This policy was reviewed in January 2017, first developed in March 2007 

 

Rationale 

 

The main purpose of this policy is to provide a framework for dealing with any 

significant trauma or crisis which may occur in the life of the school. 

A tragedy outside the school community may impact on school life and incidents not 

involving death may also have a considerable impact. 

 

Relationship to the Characteristic Spirit of the School 

 

By having this policy we hope to develop the positive ethos and spirit of Knockmore 

Junior School and our relationship with the wider community. 

 

Aims 

● To create a safe happy environment for all within the school. 

● To put in place a plan of action in response to a Critical Incident. 

● To help school management and staff to react quickly and effectively in the 

event of an incident. 

● To maintain a sense of control and to ensure that appropriate support is 

offered to students and staff. 

● To develop procedures to inform the wider community in the event of a critical 

incident if necessary. 

● To enable us to return to normality as soon as possible. 

 

 



Guidelines and Context 

1.  Definition of a critical incident 

● Death major illness/ outbreak of disease  

● Criminal incidents 

● Major accidents, serious injury 

● A major accident/ tragedy in the wider community  

● Suicide 

● Sexual, physical and psychological abuse 

● Civil unrest ,war 

● Fire, natural and technological disaster 

● An intrusion into the school 

● Disappearance of a student from home or from school 

● Unauthorized removal of a student from home or school 

NEPS describes a critical incident as any incident or sequence of events which             

overwhelms the normal coping mechanisms of the school. 

 

2. Prevention 

 

There are systems in place which help to promote emotional health and wellbeing in              

our school. These help to build resilience in both staff and students thus preparing              

them to cope with a range of life events. 

 

Some of the elements which contribute to creating a healthy and safe school include: 

● The creation of a  psychologically safe environment , including good SPHE          

provision, effective pastoral care systems, procedures for identifying        

vulnerable students (Care Team) and the use of school resources such as            

guidance and counseling to respond to the needs of vulnerable students           

(Support Teacher). 

● The integration of SPHE programmes in the curriculum in a broad based            

way, addressing issues such as grief and loss, communication skills, stress           

and anger management, resilience, conflict management, problem solving,        

help seeking, bullying, decision making and the misuse of drugs and alcohol 



 

 

 

● The incorporation of mental health issues into the regular SPHE          

provision . 

● The creation of a  physically safe environment , evacuation plan formulated,          

regular fire drills occur, fire exits and extinguishers are regularly checked. 

● The provision of  staff training and resources on issues affecting young           

people. 

● Systems and procedures for the identification of students at risk.          

Regular care team meetings occur to support these students. 

● Regular  development of links with external agencies where there are clear           

procedures for appropriate onward referral if needs be. 

● Staff are familiar with the  Child Protection Guidelines and Procedures and           

how to proceed with concerns or disclosures. 

● There are  supports made available for school staff members and          

information on how to access the Employee Assistance Service (Free phone           

1800 411057)  

 

3. Critical Incident Management Team (CIMT)  

 

A core group, known as the ‘Critical Incident management Team (CIMT)’, will 

exercise a leadership role providing direction, guidance, containment and support 

when a critical incident occurs. The CIMT will consist of the Principal, Deputy 

Principal, Parish Priest, Home School Community Liaison Officer,  and other 

members of staff or members of the school community co-opted by the Principal as 

appropriate. 

 

 

 

 

 



 

 

 

4. Post Critical Incident Intervention 

After a Critical Incident has occurred, the following guidelines should be followed 

where necessary: 

1. By the Principal 

● Confirm that the incident has occurred. 

● Mobilize the response team and consider appropriate       

responses. 

● Liaises with the Board of Management, DES, NEPS, SEC, ETB 

● Brief staff generally and outline the plan of action. 

● Meet with key staff that can offer student support and decide           

methods of support. 

● Prepare a media statement and plan a response to requests of           

information. 

● Express sympathy to the family and assure them of the support           

of the school. 

● Give support to Staff. 

● Liaises with the Gardaí if necessary. 

 

2. By the CIMT Team: 

● Meet to consider appropriate response. 

● Prepare short statement for class/classes. 

● Assist in drafting appropriate letters to parents regarding the 

incident and school arrangements. 

● Leads briefing meetings for staff on the facts as known, gives 

staff members an opportunity to express their feelings and ask 

questions. 

● Provide relevant materials for staff. 

● Keep staff updated as events progress. 



● Advises Staff members of the availability of the EAS and gives 

them the contact number. 

● Liaise with H.S.E. personnel and NEPS psychologist if 

necessary and designate a room from traumatized students to 

meet with Counsellor/ psychologist. 

 

3. By the Teaching Staff 

● Inform the children of Incident if appropriate, using statement 

from Response Team. 

● Identify and notify Care Team of vulnerable students who are 

distressed. These students may need individual support. 

● Parents/ Guardians of distressed students should be contacted 

and advised of the situation before the end of the school day. 

 

4. By the Home School Liaison Officer 

Maintains up to date lists of contact numbers of key parents, such as 

members of the Parents Council.  Also to keep numbers of the emergency 

support services and other external contacts and resources. 

● Liaises with agencies in the community for support and onward referral. 

● Coordinates the involvement of these agencies. 

● Updates team members on the involvement of external agencies. 

● Arranges meeting with parents and provides appropriate materials for 

parents. 

 

5. If a Critical Incident occurs during a holiday period: 

● The Principal will assess the impact on the school community at 

that time. 

● If the principal deems necessary he will contact the Response 

Team and they will follow the guidelines as stated previously in 

article 3, Post Critical Incident Intervention. 

  



4. Documentation 

Each member of staff will have a copy of the following: 

● Contact Sheet containing recent phone numbers for each child 

in their class 

● Emergency Checklist 

● Copy of fire drill 

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

sending letters and photocopying materials. 

 

Confidentiality and good name considerations 

The management and staff of Knockmore Junior School 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.  

 

 

Implementation 

January 2017 

Timetable for review June 2019 

 

Ratification and Communication 

The Board of Management ratified this policy on 

This Policy was communicated to members of the school community in January 

2017 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Knockmore Junior School 
Contact List 

Name Phone Numbers 
   

   

   

   

   

   

   

   



   

   

   

   

   

   

   

 

 
 

Emergency Telephone Numbers 
Emergency Services 

999 or 112 

Tallaght Hospital 

01 4142000 

Tallaght Garda Station 

01 6666000 

Tallaght Medical Centre /Dentist 

01 4598593 

Health Centre 

01 4626265 

Eircom 

1901 

Poisons Information 

01 8379966 

Chairperson BOM 

 

DESS/Schools Inclusion Unit 

090 6483764 

Director of Community Care 

01 4626265 

HSE 

01 4515708 

NEWB 

018738623 

INTO 

01 8722533 

Parish Priest 

014522251 



 

 

 

 

DEFIBRILLATOR   People trained in using   DEFIBRILLATOR 

James           CMJNS 0871232167 08.50-14.30 
Ann Conlon   CMSNS 0863923745 08.55-14.40 
Theresa         St Louise’s Nursery 0866001775 09.00-12.00 
Christina        St Louise’s Nursery 0858391737 09.00-12.00 
Suzanne        St Elmo’s Nursery 0879626594 08.15-17.00 

 
 

SAMPLE LETTER TO PARENTS/GUARDIANS - SUDDEN DEATH/ACCIDENT 
 
This le�er can be used as a template for schools when they are informing parents of a 
tragedy, offering some advice and outlining what the schools response involves (brief details 
of the incident and, in the event of a death, perhaps some posi�ve remembrances of the 
person lost). Where text/social media are used for communica�ng with parents this content 
will help with dra�ing. 
 
 (School Contact Details) (School Crest)  
 
Dear Parent/Guardian The school has experienced (the sudden death, accidental injury, etc.) 
of Name of student(s). We are deeply saddened by the deaths/events. Our thoughts are with 
(family name). 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 and ques�ons s/he may like 
to discuss with you. It is important to give factual informa�on that is age appropriate. You 
can help your child by taking �me to listen and by encouraging him/her to express feelings. 
All children are different and will express their feelings in different ways. It is not uncommon 
for children to have difficulty concentra�ng or be fearful, anxious, or irritable. They may 
become withdrawn, cry, complain of physical aches and pains, have difficulty sleeping or 
have nightmares. Some may not want to eat. These are generally short term reac�on. Over 
the course of the coming days, please keep an eye on your child and allow him/her to 
express their feelings without cri�cism. Although classes will con�nue as usual, I an�cipate 
that the next few days will be difficult for everyone. (Op�onal) An informa�on night for 
parents is planned for (date, �me and place). At that �me, further informa�on about how to 
help children in grief will be given. We have enclosed some informa�on which you may find 
useful in helping your child through this difficult �me. Young people frequently turn to social 
media to see what others are saying, or to find out more. At these �mes it is important that 
you monitor their use and engage with them about what they read. We urge you to 
emphasise and reinforce the need to be extremely sensi�ve and careful about what they 
post. If you would like advice you may contact the following people at the school (details) 
Signed 
Principal 
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