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Introduction 

Broadmeadow CNS aims to protect the well being of all of its students and staff by providing 
a safe and nurturing environment at all times. The School Principal and Board of 
Management have drawn up a critical incident management plan as one element of the 
school’s policy and plan.  

The staff and management of Broadmeadow CNS have formulated a number of policies and 
procedures to be followed with a view to ensuring the physical and psychological safety of 
both staff and students, and the creation of a supportive and caring ethos in the school, in 
ordinary time as well as in the event of a critical incident. Such policies include the school’s 
Enrolment Policy; the Special Education Needs Policy; the school’s Child Protection Policy; 
the Anti-Bullying Policy; the Health and Safety Policy and the school’s Code of Behaviour. 
The staff and management have established a Critical Incident Management Team (CIMT) 
to steer the development and implementation of the plan.  

Context 

In drawing up this policy and plan the CIMT has consulted the following resource documents 

provided to schools:  

• Responding to a Critical Incident: Pack for Schools (NEPS 2003)  

• Responding to Critical Incidents; Guidelines for Schools (NEPS 2007)  

• Template for the development of a Critical Incident Policy and Plan (NEPS)  

Definition of a Critical Incident  

The staff and management of Broadmeadow CNS recognise a critical incident to be “an 
incident or sequence of events that overwhelms the normal coping mechanism of the 
school” (NEPS, 2007).  

Objectives 

The objectives of this plan are:  

1. To create a caring and supportive ethos throughout the school.  
2. To help the school to react quickly and effectively in the event of a critical incident.  
3. To plan for strategies which will return the school to normal functioning as soon as 

possible in the aftermath of a critical incident.  
4. To ensure that appropriate support is offered to reduce the immediate and long term 

detrimental impact of a critical incident on pupils, staff and families.  
5. To plan for strategies to cope with the immediate aftermath of a critical incident.  

Creation of a coping supportive and caring ethos in the school  

At Broadmeadow CNS we have put systems in place to help to build resilience in both staff 
and students, thus preparing them to cope with a range of life events. These include 
measures to address both the physical and psychological safety of the school community.  

 



1. Physical safety:  

Some of the measures taken by the school to ensure the physical safety of the students 
include:  

• There is a physically safe environment  
• Evacuation plan formulated and clearly visible in each room  
• Regular fire drills  
• Fully functional and regularly serviced Fire Alarm System  
• Fire exits and extinguishers regularly checked  
• Health and Safety Plan (and rules)  
• Supervision during all breaks  
• Code of Behaviour (with behavioural expectations for the creation of a safe 

environment)  
• Induction for new students and staff  
• Clear documentation such as PEEPS shared with staff.  

2. Psychological safety  

The management and staff of Broadmeadow CNS aim to 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 issues and to provide opportunities for reflection and 
discussion.  

Some of the measures taken by the school to ensure the psychological wellbeing of the 
students include:  

• The GMGY, SPHE, RSE and Stay Safe programmes delivered in the school cover 
such areas as emotions, communicating, stress and anger management, conflict 
resolution, problem- solving, seeking help, decision making, substance abuse 
prevention and safety skills.  

• Zones of Regulation structure across the school.  
• Circle time is a teaching methodology used in all classes.  
• The school has developed and is implementing a comprehensive anti-bullying policy.  
• Staff have access to books and resources relating to coping with grief and loss and a 

school resource library is available to parents to help their children cope with these 
issues.  

• The school website links to information to help parents in dealing with bereavement.  
• The school aims to foster an environment where pupils and staff feel they can talk 

openly about problems that concern them and seek help when necessary.  
• Children are allowed to choose to whom they want to talk when this is needed.  
• Staff are familiar with the school’s Child Protection Policy, Child Protection 

Guidelines and Procedures and procedures for dealing with concerns or disclosures.  
• The school has a designated Care Team.  
• The school has developed links with outside agencies which may be contacted in the 

event of a critical incident and for onward referral of pupils and staff following a 
critical incident.  

• DDLETB links and support for wellbeing and wellbeing seminars issued to staff.  

Critical Incident Team (CIMT)  

The CIMT is defined as “a group of individuals from the staff of a school who know the 
community, the students and each other well enough to make the necessary decisions 



called for when an incident occurs” (Mary Schoenfeld, School Crisis: Response Teams, 
Lessening the Aftermath). The team will seek the guidance of NEPS and the Department of 
Education and Skills press office.  

Broadmeadow CNS CIMT may include people fulfilling the following key roles:  

Team leader - Principal 

• Alerts the team members to the incident and convenes the initial meeting. 

• Ensures that accuracy of information about incident is checked before being shared. 

• Coordinates the tasks of the team. 

• Liaises with School Manager, DES, NEPS, Gardaí and families involved if/when 
necessary. 

• Coordinates the involvement of outside agencies. 

• Updates team members on the involvement of external agencies  

Staff liaison 1 – Miss Jennifer Robinson/ Miss Lauryn Smith   

• Leads meetings to brief staff on the facts as known, gives staff members an 
opportunity to express their feelings and ask questions  

• Outlines the routine for the day  
• Works with staff to identify vulnerable pupils beyond classmates who may need 

support  
• Keeps staff updated as day progresses  
• Identify, make contact with individually and support vulnerable staff members. 

Advises them of availability of supportive agencies and gives them the contact 
number.  

Student liaison- ( Support of Individual Class Teachers/SNA’s ) and Miss Aoife 
McKeon  

• Co-ordinate information to about students they are concerned about to the Principal/DLP. 

• May alerts other staff to vulnerable students (appropriately) as directed by the DLP.  

• Keeps records of students seen by external agency staff if/when necessary  

Parent/Family liaison- Miss Megan Reynolds, Class Teacher  

• Visits relevant family with the team leader 

• Meet with parents when deemed necessary 

• May facilitate such meetings, and manage ‘questions and answers’ ¬ Sets up room for 

meetings with parents 

• Maintains a record of parents seen  

Media liaison- DDLETB in consultation with Principal and BOM 

• 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)  

• Draft a press release and organise a room for the media if necessary. (DDLETB as 
per policy handle all levels of media)   

• Consider issues that may arise during an incident e.g. requests for pupils to be 
interviewed or attempts to do so without permission, photographers on the school 
premises etc.  



• Seek support of the Communications Section of the DES or the Press Officers of the 
INTO,  

IPPN, ET or other relevant organisations  

• Will coordinate the monitoring of communications relating to the incident.  

Communication  

School staff will be briefed to ensure there is clear, unambiguous communication from the 
staff to the wider community. No individual staff member will divulge information unilaterally. 
It is important that the family’s privacy is protected by staff members at all times. Staff will be 
clear of their own role and not to engage in the role of another unless explicitly asked to do 
so by the direction of the Team Leader.  

The Critical Incident File  

The base document will be Responding to Critical Incidents: Guidelines for Schools (NEPS, 
2003). Each team member will keep a record of actions taken e.g. phone calls made, 
meetings held, and these records will be stored in the Critical Incident File.  

Procedures to follow in the event of a critical incident:  

As each incident is unique these procedures will have to be adapted to the particular 
circumstances pertaining at any given time.  

• Meet with the family in a quiet space.  

Types of information to be gathered in relation to the incident:  

o What happened, when and where?  

o What is the extent of the injuries?  

o How many are involved and what are their names?  

o Is there a risk of further injury?  

o What agencies have been contacted already?  

 

• Contact the Emergency Services (if necessary), DES, NEPS, DDLETB, HSE, 
Chairperson of the BOM and school psychologist will be informed immediately.  

• Before any calls are made an agreed script is supplied to every person making 
phone calls.  

• When using personal phones, it is important to block your number  
• Teachers only phone the parents of children in their class who do not have an older 

sibling in the school.  
• The school website and text-a-parent system may be used to assist with 

communication  
• There is a critical incident file in the Principal’s Office containing examples of letters 

and resources used in the school when dealing with previous incidents.  
• Assistance from the following agencies may be helpful to avail of:  

 



Liaise with the family regarding funeral arrangements/ memorial service  

o The principal/ Family Liaison Person (FLP) will liaise with the family to extend 
sympathy and clarify the family’s wishes regarding the school’s involvement 
in the funeral/ memorial service.  

o Arrange a home visit by two staff representatives within 24 hours, if 
appropriate. The FLP and class teacher might be the most appropriate.  

o Be mindful of different belief traditions and cultures around death.  

o Preparation of pupils/staff attending the funeral/memorial service  

o Involvement of pupils and staff in the service if agreed by bereaved family. 

o Facilitation of students/staffs’ responses e.g. sympathy cards, flowers, book 

of condolences.  

o 	Review of the first 24 hours: Reconvene CIMT, Decide arrangements for 

support meetings for parents/pupils/staff, Decide on mechanism for 

feedback from teachers on vulnerable pupils, Establish contact with absent 

staff and pupils.  

Arrange support for individual pupils, groups of pupils, parents and staff if necessary  

o Hold support/information meeting for parents/pupils/staff in order to clarify 
what has happened.  

o Give any teacher who feels uncomfortable with involvement in support 
meetings the choice of opting out  

o Arrange, in consultation with outside agencies, individual or group debriefings 
or support meetings with parental permission.  

Plan for re-integration of pupils and staff e.g. absentees, injuring, siblings, close 
relative  

o FLP to liaise with individual/s on their return to school  
o Plan visits to the injured.  
o FLP/ class teacher/ principal to visit home/hospital.  
o School closure: request a decision on this from school management.  

Longer Term Communication 

• Monitor pupils for signs of continued distress  

• If, over a prolonged period of time, a pupil continues to display the following, he/she 

may need assistance from NEPS.  

o Uncharacteristic behaviour  

o Deterioration in academic performance  

o Physical symptoms – e.g. weight loss/gain, lack of attention to appearance, 

tiredness, restlessness  

o Inappropriate emotional reactions  

o Increased absenteeism  

Evaluate response to incident and amend CIMP appropriately  

o What went well?  
o Where were the gaps?  
o What was most/least helpful?  



o Have all necessary onward referrals to support services been made?  
o Is there any unfinished business?  

Inform new staff members about the CIP  

o Ensure that new staff are aware of school policy and procedures in this area.  
o Ensure they are aware of which pupils were affected in any recent incident 

and in what way.  
o When individual pupils or a class of pupils affected by an incident are 

transferring to a new school, it would be useful to brief the principal of the 
new school.  

Decide on appropriate ways to deal with anniversaries (be sensitive to special 
days/events)  

• Anniversaries may trigger emotional responses in pupils/staff and they may need 
additional support at this time.  

• Acknowledge the anniversary with the family  
• Be sensitive to significant days like birthdays, Christmas, Mother’s Day and Father’s 

Day.  
• Plan something in the school to mark the passing of the pupil/staff member  
• Care of the deceased person’s possessions. What are the parent’s wishes?  
• Update and amend school records.  

Additional Supports Available;  

o HSE Child Guidance Clinic 
o Child and Family Mental Health Services (CAMHS) 
o Cork Education and Training Board (ETB) 
o Social Services 
o National Education Psychological Services (NEPS) 
o National Council for Special Education (NCSE) 
o National Education Welfare Board (NEWB)/Túsla 
o Gerry Lennox, Special Education Needs Officer (SENO) 
o Education Welfare Officer (EWO) 
o Turas le Chéile - Bereavement counselling for children and adults o INTO 
o IPPN 
o CAMHS - Child and Adolescent Mental Health Service 
o DES Inspector 
o Employee Assistance Service. 
o Bernardos 
o ISPCC  

 

 

 

 

 



All sharing of information and storage of information at Broadmeadow CNS 

will be in line with all legislation including GDPR. 

 

This policy is subject to annual review by the Board of Management  

Signed: ___Ann Graves_ Date:_13.12.22 

 

This policy is subject to annual review by the Principal   

Signed: _Jennifer Robinson_ Date:_13.12.22 

 

 

 

 

 

 

 


