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 ABACAS Kilbarrack Special School
Critical Incident Policy and Management Plan

1. Policy Statement
This critical incident policy and management plan were approved by the Board of Management of ABACAS Kilbarrack Special School. Management and staff acknowledge that effective handling of a critical incident relies on forward planning. This policy identifies an action plan to prepare staff to respond effectively should a critical incident arise.
2. Aims of the Policy
· Prepare the school community to respond effectively to critical incidents.
· Enable staff and management to react quickly and maintain control.
· Support the school to return to normality as quickly as possible and minimize the impact on staff and students.
3. Guiding Documents
· Responding to Critical Incidents: NEPS Guidelines and Resource Materials for Schools (2016)
4. Critical Incident Defined
A critical incident is defined as “an incident or sequence of events that overwhelms the normal coping mechanisms of the school.” Examples include:
· Death of a school community member (accident, violence, suicide, or unexpected death)
· Intrusion into the school
· Accidents involving staff or students
· Accidents/tragedies in the wider community
· Serious damage to school property (fire, flood, vandalism)
· Disappearance of a member of the school community
5. Physical Safety
Measures in place to protect staff and students include:
· Garda vetting for all staff
· Comprehensive Health and Safety Policy with staff training
· Evacuation plan and regular fire drills
· Regular checks of fire exits and extinguishers
· Keypad access on internal doors to prevent unauthorised access

6. Personal Safety and Mental Health
The management and staff of ABACAS Kilbarrack Special School aim to use available programmes and resources to support the personal and social development of students, enhance a sense of safety and security, and provide opportunities for reflection and discussion.
· SPHE integrated into curriculum covering grief, stress, resilience, conflict management, help-seeking, bullying prevention, and substance misuse.
· Staff have access to SPHE training and Employee Assistance Service (EAS).
· Familiarity with DES Child Protection Procedures.
· Links with external agencies for student support (TUSLA, NEPS, SMH, Daughters of Charity, CRC).
· Bí Cineálta Policy in place
7. Identifying Priorities in the Event of a Critical Incident
1. Ensure immediate physical safety.
2. Verify the safety of all and communicate to relevant parties.
3. Restore normality as quickly as possible.
4. Activate procedures and help mechanisms outlined in Appendix 1.
8. Critical Incident Management Team (CIMT)
A CIMT has been established following best practice. Members were selected voluntarily and will retain their roles for at least one school year. The team meets annually to review and update the policy and plan. Each member has access to the policy, plan, and materials relevant to their role for use during an incident. The CIMT at ABACAS comprises of the following members:
· School Principal
· School Director/BCBA
· Deputy Principal
· Chairperson of the Board of Management
· Parent Representative from BOM
· School Secretary
Roles and Responsibilities of the CIMT:

Each of the above team members will be briefed regarding their roles and responsibilities prior to ratification of this policy. These roles and responsibilities are described as follows:




Team leader/ Garda liaison: Laura Kelly (Principal) Pat Mckenna (Chairperson Board of Management)
Roles and Responsibilities
· Alert team members to the crisis and convene a meeting.
· Coordinate the tasks of the team.
· Liaise with the Board of Management, DES, and NEPS.
· Where applicable, liaise with the family or families directly impacted by the incident.
· Liaise with the Gardaí.
· Ensure that information about deaths or other developments is verified for accuracy before being shared.
· Email a copy of the plan to the CIMT and ensure they have access to Aladdin.

Staff liaison: Ursula Cassidy (Deputy Principal)
Role and Responsibilities
· Lead briefing meetings for staff, sharing the facts as known, providing space for staff to express their feelings and ask questions, and outlining the routine for the day.
· Provide materials for staff from the Critical Incident folder.
· Keep staff updated as the day progresses.
· Be alert to vulnerable staff members and make individual contact with them.
· Advise staff of the availability of the Employee Assistance Service (EAS) and provide them with the contact number.

Pupil liaison: Ursula Cassidy (Deputy Principal) Aimee Baker (BCBA)
Roles and Responsibilities
· Stay alert to vulnerable pupils and proactively contact them, their teacher, or SNA on an individual basis.
· Develop individual programmes or support plans, in consultation with each pupil’s teacher, to assist pupils in the aftermath of an incident.
· Provide teachers and SNAs with appropriate resources and guidance to support pupils following the incident.

Community/agency liaison Aimee Baker (BCBA)
Roles and Responsibilities
· Liaise with community agencies to provide support and arrange onward referrals.
· Verify the credentials of individuals offering support to ensure legitimacy and safety.
· Coordinate the involvement and activities of external agencies.
· Remind agency staff of the requirement to display name badges while on-site.
· Keep team members updated on the engagement and progress of external agencies.

Parent liaison Janice Edmonds (Parent Representative)
Roles and Responsibilities
· Accompany the team leader on visits to bereaved families.
· Arrange parent meetings where required.
· Facilitate parent meetings, including managing questions and answers.
· Oversee consent matters in line with the school’s agreed policy.
· Prepare and store sample letters on the school system for adaptation as needed.
· Organize and set up rooms for parent meetings.
· Maintain accurate records of all parents seen.
· Meet individually with parents as appropriate.
· Provide parents with relevant materials from the school’s critical incident folder.

Media liaison Laura Kelly (Principal)
Roles and Responsibilities
· Anticipate potential issues in advance of an incident and plan appropriate responses (e.g., student interviews, presence of photographers on school premises).
· Liaise with relevant teacher unions and other stakeholders as required during an incident.
· Draft press statements and provide media briefings and interviews in line with school management’s approval.

Administrator Mandy Daly (Secretary) 
Roles and Responsibilities
· Maintain up-to-date contact details for:
· Parents and guardians
· Teachers
· Emergency services
· Critical Incident Management Team members
· Key parents (e.g., BOM parent representatives)
· Emergency support services and other external contacts/resources
· Answer and log incoming telephone calls, noting any that require follow-up.
· Ensure communication templates are stored on the school system and ready for adaptation.
· Draft, prepare, and send letters, emails, and text messages as needed.
· Photocopy and distribute required materials.
· Maintain accurate and accessible records.
9. Communication
Clear, unambiguous instructions to staff and students are essential.  Chain of command must be followed, and speculative conversations avoided.
10. Record Keeping
All team members maintain detailed records of calls, letters, meetings, interventions, and materials used. The school secretary has a key role in documenting and managing communications.
11. Contact Details
Up-to-date contact information for parents/guardians, staff, CIMT members, and emergency contacts is maintained in the school office and on the Aladdin system.
12. Critical Incident Rooms
In the event of a critical incident, the following rooms are designated for the indicated purposes:

	Critical Incident Rooms

	Room Name:
	Designated Purpose:

	Staff Room
	Main room for meeting staff

	School Hall
	Meetings with parents

	Principal’s Office
	Meetings with media

	Principal’s Office
	Meetings with other visitors



13. Confidentiality and Good Name Considerations
The management and staff of ABACAS Kilbarrack Special School have a responsibility to protect the privacy and good name of all individuals involved in any incident. They will remain sensitive to the possible consequences of public statements.
The starting point is that all information regarding any incident learned or gathered within the school should be treated as strictly confidential. Information about individual members of the school community is also confidential in such cases.

Staff members will be mindful of this duty and, where relevant, encourage students to do the same. For example, the term “suicide” will not be used unless there is confirmed evidence that the death was due to suicide and the family has consented to its use. Until then, the phrases “tragic death” or “sudden death” may be used instead. Similarly, the word “murder” should not be used until it has been legally established; the phrase “violent death” may be used as an alternative.
In emergency situations, there may be intense pressure for comment. Staff members will be instructed not to speak with media personnel. All media queries will be referred to the designated school spokesperson – the principal. Staff may use a standard response such as:
“I’m sorry, but all requests for information at this time must be directed to the school’s spokesperson, Ms. Kelly. Thank you.”
All statements to the media will be prepared in advance and agreed upon by the Critical Incident Management Team (CIMT).
14. Enlisting Outside Agency Support
Support may be requested from neighbouring schools (e.g., Scoil Eoin) and professional agencies (NEPS) to assist with supervision and other functions.
15. Consultation and Communication Regarding the Plan
Staff and parent representatives were consulted in the preparation of this policy. Each CIMT member has a personal copy. New or temporary staff are briefed by the principal. Annual review occurs per Appendix 4.
Ratified by the Board of Management: March 16th 2026
Signed: ______________________________
Pat McKenna, Chairperson, Board of Management, ABACAS Kilbarrack Special School
Signed:[image: ] 
Laura Kelly, Principal, ABACAS Kilbarrack Special School







APPENDIX 1 - ACTION PLAN
Short term action plan – Day 1
	Task 
	Name

	Gather accurate information
	

	Establish the facts 
	- What has happened?
	- When it happened?
- How it happened?
- The number and name of staff and students involved
- Any other parties involved.
- The extent of the injuries.
- The location of those involved
	

	Convene a CIMT meeting ASAP – specify time and place clearly 
	

	Contact necessary external agencies
1. Emergency services 
1. Medical services
1. H.S.E. Psychology Departments/
Community Care Services
1. NEPS
1. BOM
1. DES/Schools Inspector.

	

	Arrange supervision of students
	

	Hold staff meeting
	All staff

	Agree schedule for the day
	

	Inform students – (where appropriate)
	

	Prepare and agree media statement and deal with media if necessary
	

	Inform parents
	

	Hold end of day staff briefing 
	




Medium-term action plan - 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 individual/students, staff, parents
	

	Visit the injured
	

	Liaise with bereaved family regarding funeral arrangements 
	

	Arrange school closure if required
	

	Agree on attendance and participation at funeral service
	

	Make decisions about school closure
	BOM





Follow-up action plan – beyond 72 hours
	Task
	Name

	Monitor students for signs of continuing distress
	Class teachers

	Liaise with agencies regarding referrals
	

	Plan for return of bereaved student(s) 
	

	Plan for giving of ‘memory box’ to bereaved family
	

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

	Review response to incident and amend plan
	Staff/BOM





















	APPENDIX 2
Emergency contact list:

	AGENCY
	CONTACT NUMBERS

	Garda
	112/999-Emergency
01-6664300 Raheny Garda Station

	Hospital
	112/999-Emergency

A&E Beaumont 
01-8092714/ 8092720

	Fire Brigade
	112/999-Emergency


	Local GPs
	Hilltop Medical Centre, Raheny
01-9031300

	HSE
	1850241850/0416850300

	Community Care Team
	

	Child and Family Agency (TUSLA)
	Tusla Agency Swords
01-870800

	Child and Family Mental Health Service (CAMHS) 
	(01) 879 6800

	School Inspector
	Diarmuid Dullaghan
Diarmuid_Dullaghan@education.gov.ie

	NEPS Psychologist
	Sarah Callanan
Sarah_Callanan@education.gov.ie

	DES 
	www.education.ie

	INTO
	01-8047700

	Employee Assistance Service
	1800 411 057




Critical Incident Management Team (CMIT):
	Critical Incident Management Team

	Role
	Name
	Phone

	Team leader: 
	Laura Kelly/Pat Mckenna 
	0871267853
0868541002

	Garda liaison 
	Laura Kelly/Pat McKenna
	0871267853
0868541002

	Staff liaison 
	Ursula Cassidy
	 0857754430

	Pupil liaison
	Ursula Cassidy/Aimee Baker 
	0857754430
0851482169

	Community liaison 
	Aimee Baker 
	 0851482169

	Parent liaison 
	Janice Edmonds 
	 0857127560

	Media liaison 
	Laura Kelly/Pat McKenna 
	0871267853
0868541002

	Administrator 
	Mandy Daly
	0879055815






APPENDIX 3

Sample Letter to Parents – sudden death
Dear Parent/Guardian,
It is with deep sadness that I inform you of the [sudden death/accidental injury] of [name of student(s)]. We are all shocked and saddened by this tragic event, and our thoughts are with the [family name] during this very difficult time.
The school has put in place support structures to help students cope with this loss. [Insert details here – e.g., counselling services available at school, teachers trained to provide support, or outside professionals who may be consulted.]
In the coming days, your child may experience a wide range of emotions. We encourage you to listen to them, reassure them, and allow them to express their feelings freely, without judgment. While school will continue as usual, we anticipate that the next few days will be challenging for everyone.
(Optional)
We have also arranged an information night for parents/guardians on [date, time, place]. At this session, further guidance on supporting children through grief will be provided.
If you would like further advice or assistance, please feel free to contact [name and contact details of school staff, counsellors, or support persons].
Sincerely,
[Principal’s Name]
Principal



Sample Letter to Parents/Guardians – Violent Death
Dear Parent/Guardian,
It is with deep sadness that I write to inform you of a very tragic event. Earlier this week, a child/young person from our community — the brother/sister of [student’s name], who attends our school — died because of a violent incident. We are all profoundly shocked and saddened by this loss.
We recognize that news of a violent death can be very upsetting for children and young people. Our school staff have been available throughout the day to provide support to students, and we will continue to do so. In addition, other support services, including [psychologists/counsellors, depending on arrangements], are available to assist both students and staff as needed.
The death of a young person is always heartbreaking, but circumstances involving violence are particularly difficult to comprehend. It can be hard to talk to children about such events, and equally hard to accept that we cannot always protect them from the realities of our world.
Our thoughts and deepest sympathies are with the [family name] family during this very painful time. We also keep each of you in our thoughts as we come together as a community to support one another.
Sincerely,
[Principal’s Name]
Principal


Sample Media Announcement – Template
[School Letterhead or Logo]
For Immediate Release
My name is [Principal’s Name], and I am the principal of [School Name]. This morning, we were deeply saddened to learn of the passing of [a student / Name of student]. This is a tragedy for the family, our school, and our community. Our thoughts and sympathies are with [Name]’s family and friends during this incredibly difficult time.
[Student Name] was a [12-year-old boy / girl / student], and he/she will be greatly missed by all who knew him/her.
We have been in contact with the student’s parents, who have asked for privacy as they grieve. We respectfully ask that everyone honours their wishes at this time.
Our school community has been receiving many offers of support, which are greatly appreciated. We have activated our Critical Incident Management Plan to ensure that students, staff, and families receive the support they need.
Psychologists from the National Educational Psychological Service (NEPS), along with [other relevant support agencies], have been on-site throughout the day, assisting teachers and supporting our students. Teachers and staff are helping students process this tragic event, and our school remains open to parents who seek guidance and support.
We kindly ask that the privacy of our school community be respected during this difficult period.
Thank you.
[Principal’s Name]
Principal, [School Name]
[Contact Information, if appropriate]


APPENDIX 4

1. Checklist for reviewing the policy and plan:
The following checklist will be used by the Board of Management to review the Critical Incident Management Policy on an annual basis:

	
	Item
	Done

	a)
	Has serious consideration been given to the school’s approach to prevention?
	

	b)
	Has the school defined a critical incident and given examples?
	

	c)
	Have key roles been clearly identified and the assigned tasks outlined?
	

	d)
	Have suitable people been nominated to each of the assigned roles/tasks?
	

	e)
	Are telephone numbers on contact lists up to date?
	

	f)
	Have all the staff been consulted about the plan/policy?
	

	g)
	Has a date been set for a review of the plan?
	

	h)
	Who will be given copies of the plan?
	

	i)
	Is the Emergency Contact List (Appendix 2) appropriate and complete?
	

	j)
	Are letters and press releases readily available on school headed paper, for adaptation to suit the circumstances (Appendix 3)?
	

	k)
	Has contact been made with external agencies?
	

	l)
	Has each member of the team compiled their emergency pack (photocopies of relevant handouts)? (Electronic Version on Aladdin)
	

	m)
	Make sure all team members have access to pack on Aladdin
	

	m)
	Where will copies of the plan be kept?
	

	n)
	Have parents been consulted about the plan?
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