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Critical Incident Management Plan 

 
Scoil na Tríonóide Naofa 

Allen National School 

 
Updated and Ratified July 2024 

 
Introduction 

This Plan has been developed in consultation with the staff, parents and Board Members of Allen 

National School and is been based on Responding to Critical Incidents-NEPS Guidelines and 

Resource Materials for Schools’ 

 

Rationale 

The key to managing critical incidents is planning. Schools that have developed a Critical Incident 

Management Plan, report being able to cope more efficiently in the aftermath of an incident. Having 

a plan enables staff to react quickly and effectively and maintain a sense of control. This may also 

ensure that normality returns as soon as possible and that the effects on the pupils and staff are 

limited. 

 

Upholding our supportive and caring ethos in the school: 

 At Allen NS we strive to create a supportive, caring and coping atmosphere. This is essential 

in the overall creation of a psychologically safe environment for all pupils and staff. 

 Through the implementation of the SPHE programme, complex experiences such as grief and 

loss, communication skills, self esteem, coping skills, bullying, problem solving, stress and 

anger management, conflict management, misuse of alcohol and drugs etc. can be addressed. 

We aim, through the SPHE programme to help equip students to deal with the above. 

 The SPHE programme is also a vital tool in tackling mental health issues. WHO (1999), 

defines mental health as ‘A state of emotional and social well-being in which the individual 

realises his or her own abilities, can manage the normal stresses of life, can work effectively 

and is able to play a role in his or her community.’ 

 We endeavour to create a physically safe environment for all pupils and staff at Allen NS. 

 Provision of staff training and resources will be made available to aid in the creation and 

maintenance of the supportive and caring ethos in our school. 

 We endeavour to put the relevant systems and procedures in place to identify those students 

and staff who may be at risk. 

 Similarly, we endeavour to create and maintain active and positive relationships with relevant 

external agencies – e.g. Garda, HSE, NEPS, Tusla etc. 
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 All staff members are familiar with Child Protection Guidelines and Procedures. 

 All staff are made aware that support is available to them via the Employee Assistance 

Service. 

 

Aim 

The aim of this Plan is to provide a framework for staff should they find they have to deal with an 

emergency. 

Defining a CRITICAL INCIDENT… 

"A critical incident is any incident or sequence of events which overwhelms the normal coping 

mechanism of the school and disrupts the running of the school" 

Examples of critical Incidents are: 

 Death, major illness/outbreak of disease 

 Criminal Incidents 

 Major accidents, serious injury 

 Suicide 

 Civil unrest, war 

 Fire, natural and technological disaster 

 Disappearance of student from home or school 

 Unauthorised removal of student from school or home 

 

Critical Incident Management Team 

A Critical Incident Team is group of individuals from the staff of the school who know the 

community, the pupils and each other well enough to make the necessary decisions called for when 

an incident occurs. 

 

Roles 

The roles are: 
Team Leader, Garda Contact, Community/Agency/Media Contact: Perpetua McDonagh 

Media Contact Administrator, Parent Contact: Sabrina Fullam 

Student Contact: Michael McNally 

Staff Contact: Carleen Conway 

Chaplaincy Role: Fr. Willie Byrne PP 

Roles and Responsibilities 

Team Leader: 

Intervention 
 Confirm the event

 Activate the Critical Incident response team

 Express sympathy to family

 Clarify facts surrounding event

 Make contact with other relevant agencies

 Liaise with relevant external support agencies

 Decide how news will be communicated to different groups (staff, pupils, outside school) 

Postvention

 Ensure provision of ongoing support to staff and students

 Facilitate any appropriate memorial events

 Review plan 

Media Contact Administrator Role:
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

Intervention 

 With Team, prepare a public statement

 Organise a designated room for Principal to address media promptly

 Provide for Principal to provide an interview with the relevant media outlets

 Ensure telephone lines are free for outgoing and important incoming calls

 

Postvention 

 Prepare media statements

 Follow-up with any administrative tasks

 Review and evaluate effectiveness of communication response

 

Parent Communication Role: 

Intervention 
 Coordinate contact with families (following first contact by Principal)

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

 Assist with all communication dealing with parents of any student affected by critical 

incident

 

Postvention 

 Provide ongoing support to families affected by the incident

 Involve as appropriate family in-school liturgies/memorial services

 Offer to link family with community support groups

 Review and evaluate plan

 

Student Communication Role: 

Intervention 

 Prepare statement to communicate with all pupils

 Outline specific services available in school

 Put in place clear referral procedures

 Address immediate needs of staff

 Provide information

 

Postvention 

 Provide ongoing support to vulnerable students

 Monitor class most affected

 Refer on, as appropriate

 Review and evaluate plan

 

Staff Communication Role: 

Intervention 

 Lead meeting to brief staff on facts, give staff members an opportunity to express their 

feelings and outline the routine for the day

 Advises staff on the identification of vulnerable students

 Is alert to vulnerable staff and makes contact with them individually

 Outline what supports are available for staff

 Arrange cover as necessary to provide breaks for staff
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Postvention 

 Provide ongoing support to staff affected by the incident

 Ensure supports are in place for staff, particularly those most impacted

 Work in partnership with Critical Incident team

 Review and evaluate plan





Chaplaincy Role: 

Intervention 

 Visit home(s), if appropriate

 Assist with prayer services

 Make contact with other local clergy

 Be available as personal and spiritual support to staff

Postvention 

 Provide follow-up support to families

 Work in partnership with Critical Incident team

 Review and evaluate plan

 

 

Framework for General Action Plan 

 
SHORT-TERM ACTIONS (Day 1) 

 Immediate contact with family/families

 Consult with the family regarding appropriate support from the school, e.g. funeral service

 Ensure that a quiet place can be made for students/staff

 Rooms will made be made available for relevant meetings

Media Briefing (if appropriate) 

 Designate a spokesperson (Team Leader)

 Prepare a brief statement (Team)

 Protect the family’s privacy

 Gather accurate information

 It is important to obtain accurate information about the incident.

1. What happened, where and when? 

2. What are the extent of the injuries? 

3. How many are involved and what are their names? 

4. Is there a risk of further injury? 

5. What agencies have been contacted already? 

 Contact appropriate agencies

1. Emergency services 

2. Medical services 

3. HSE Psychology Departments/Community Care Services 

4. NEPS 

5. BOM 

6. DES/Schools Inspector 

 

 Convene a meeting with Key Staff/Critical Management Team (8.00 a.m.)

1. Organise a staff meeting, if appropriate (8.30 a.m.) 
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2. Ensure any absent staff members are kept informed 

3.  Organise timetable/routine for the day (adhering to the normal school routine is 

important, if this is possible) 

4.  Class teachers to take note of any absentees who might need to be contacted, list of 

friends etc, or any other relevant information and give to the Student liaison person. 

5. Arrange supervision of students 

 

 Liaise with the family regarding funeral arrangements/memorial service

1.  The Chaplain/ Principal will liaise with the family, to extend sympathy and clarify the 

family’s wishes regarding the school’s involvement in funeral/memorial service 

2.  Arrange a home visit by two staff representatives within 24 hours, if appropriate 

(Student liaison person + Class teacher) 

3. Have regard for different religious traditions and faiths 

 

 

MEDIUM-TERM ACTIONS (24-72 HOURS) 

 Preparation of students/staff attending funeral

 Involvement of students/staff in liturgy if agreed by bereaved family

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

condolences, etc.

 Ritual within the school

 Review the events of the first 24 hours

1. Reconvene Key Staff/Critical Incident Management Team. (8.00 a.m.) 

2. Decide arrangements for support meetings for parents/students/staff 

3. Decide on mechanism for feedback from teachers on vulnerable students 

4. Have review of Critical Incident Management Team meeting. (2.45 p.m.) 

5. Establish contact with absent staff and pupils 

 

 Arrange support for individual students, groups of students, and parents, if necessary

1.  Hold support/information meeting for parents/students, if necessary, in order to clarify 

what has happened 

2.  Give any teacher who feels uncomfortable with involvement in support meetings the 

choice of opting out 

3.  Arrange, in consultation, with outside agencies, individual or group debriefings or 

support meetings with parental permission 

4.  Plan for the re-integration of students and staff e.g. absentees, injured, siblings, close 

relative, etc.) 

5. Student liaison person to liaise with above on their return to school 

 

 Plan visits to injured

1. Family liaison person + Class Teacher + Principal to visit home/hospital 

2. Attendance and participation at funeral/memorial service 

3. Decide this in accordance with parents’ wishes and school management decisions 

and in consultation with close school friends 

 School closure (if appropriate)

 Request a decision on this from school management.

LONGER TERM ACTIONS 

 

 Monitor students for signs of continuing distress

  If, over a prolonged period of time, a student continues to display the following, he/she may 
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need assistance from the appropriate external agency (constant communication with family 

is essential)

1. Uncharacteristic behaviour 
2. Deterioration in academic performance 

3. Physical symptoms 

4. Inappropriate emotional reactions 

5. Increased absenteeism 

 

 Evaluate response to incident and amend Critical Incident Management Plan appropriately 

1. What went well? 
2. Where were the gaps? 

3. What was most/least helpful? 

4. Have all necessary onward referrals to support services been made? 

 Formalise the Critical Incident Plan for the future 

1. Consult with NEPS Psychologist 

 

 Inform new staff/new school pupils affected by Critical Incidents where appropriate 

1.  Ensure that new staff members are aware of the school policy and procedures in this 

area 

2.  Ensure they are aware of which pupils were affected in any recent incident and in what 

way 

3.  When individual pupils or a class of pupils affected by an incident are transferring to a 

new school, the Principal should brief the Principal of the new school 

 

  Decide on appropriate ways to deal with anniversaries (be sensitive to special days and 

events) 

1.  Anniversaries may trigger emotional responses in students/staff and they may need 

additional support at this time 

2. Acknowledge the anniversary with the family 

3.  Be sensitive to significant days like birthdays, Christmas, Mother’s Day, and Father’s 

Day 

 

 Plan a school memorial service 

 Care of deceased person’s possessions (consider the family’s wishes) 

 Update and amend school records 

 

 

 

Framework for Specific Action Plan Updated for COVID-19 

Emergency 

SHORT-TERM ACTIONS (Day 1) 

•Establish accurate facts. 

 

•Refer to the school’s Critical incident Management Policy and to Responding to Critical 

Incidents-NEPS Guidelines and Resource Materials for Schools’ document. 

 

•Convene Critical Incident Management Team (CIMT) meeting face to face or virtually as 

appropriate. 
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•Conduct an initial assessment of the incident, decide what level of response is required 

(Responding to Critical Incidents-NEPS Guidelines and Resource Materials for Schools’ 

pgs.20–21) and agree an Action Plan. 

•Contact appropriate agencies, e.g. Board of Management etc.(R21). 

•Decide who needs to be contacted directly:-staff/students/parents/others and by what means:- 
 

• phone/email/text/letter/website notice.SeeR2/3 for sample notices. 
 

• Identify vulnerable students (see risk factors pg. 25) and consider how to connect with them:- 

phone call to parents and/or speaking to students directly. 

 

•Consider how to communicate with the bereaved family whilst physical distancing measures 

are in place:-phone calls, writing a card or letter. 

b) If appropriate notify staff and parents 

•Agree and test available technologies as a means of communication 

 

•Agree a telephone tree for contacting staff and advise staff of the initial Action Plan. 

 

•Notify parents using agreed means. 

 

•Remember to respect family privacy and avoid references to the cause of death. 

 

•Bear in mind that itis not usual practice for a school to inform the school community of the 

death of a parent. 

 

•Manage social media as per guidelines (R22).Draft a media statement if necessary (R4). 

 

•Distribute resources as appropriate, for example ‘For parents sharing sad news with their 

child’.List of Resources attached. 

c) Connecting with staff 

•Agree a telephone tree for contacting staff. 

 

•Make separate contact with staff who may be vulnerable. 

 

•Remind staff of the availability of the Inspire Service (ph. 1800 411057). 

 

•Agree a time for a follow-up staff meeting for updates and reflection on shared experiences. 

 

•Draw teachers attention to Teacher Wellbeing and Self Care during the Covid-19 school 

closure 

 
•Share with staff any resources being forwarded to parents. 

 

 

d) Connecting with students 
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• In accordance with school policy, some staff may decide to link directly with students via 

telephone, video link or email. 

•Remind students that maintaining communication is important for wellbeing, and encourage them 

to keep in touch with close family and friends, whilst observing HSE guidelines. Remind students 

and staff that others are available to provide support. 

•Reassure students of their resilience and ability to cope. Encourage them to think of times and 

ways that they have coped in the past and to identify attributes that have helped them during 

difficult times. 

 

 

e) Bereavement rituals: Funeral restrictions and alternative goodbyes 

•Designated CIMT member(s) should liaise with the bereaved family regarding the funeral service 

and, when appropriate, a memorial service. Remind students that they are not alone in their grief 

and that everyone shares the loss of not being able to participate in our usual rituals and 

togetherness ;i.e. visiting the family, attending funerals, etc. 

 

•Reassure students that the bereaved family understands the need to comply with current Public 

Health restrictions and that a commemorative service may take place, at a later date. 

 

• Invite students to think of alternative ways to express sympathy, e.g. sending a card to family (see 

Winston’s Wish for alternative goodbyes). 

 

Remind students to be considerate and sensitive when posting messages on any social media 

platforms. RIP.ie has a message condolence facility. 

 

•School leaders may consider facilitating a school platform for compiling messages of 

condolences/well wishes to share with family, monitored for sensitivity by school personnel. 

•Encourage students to participate individually, but collectively, in any bereavement ritual being 

organised, e.g. a streamed funeral service, lighting a candle at a particular time during the 

ceremony, playing music, etc. 

 

 

 

MEDIUM-TERM & LONGER-TERM ACTIONS (Day 2+) 
 

 

f) Review 

•Convene a further Critical Incident Management Team (CIMT) meeting virtually to review what 

has been done and to identify new tasks needed. 

•Update staff virtually on any new information. 

g) Continue to provide support 
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•Continue to link in with students, especially more vulnerable students. 

 

•Remind students that others are available to provide support, e.g. teachers, guidance counsellors, 

close family, friends and/or online supports. 

 

•Advise students to use practical approaches to manage anxiety.Share DES resources and advice 

for young people during COVID-19:-using breathing techniques, relaxation techniques,coping 

statements, practising yoga,doing exercise, etc. 

•Support students to create action plans and to break down problems into small, realistic and 

manageable steps. 

•Encourage students to try to spot any unhelpful thoughts and to ‘reframe’ them to more helpful 

thoughts (e.g. -‘That car was unsafe, but not all cars are unsafe’). 

•Encourage them to identify positive, self-soothing strategies with prompts such as ‘What will 

help?’ or ‘What can I do now?’ For further resources, see www.yourmentalhealth.ie. 

 

•Advise parents and students against making big life changes or hasty decisions at this 

challenging time. 

•Advise parents to make a referral to their GP should their child show signs of severe emotional 

distress (R14). 

h) Follow Up Actions: (See Guidelines Section 6, Pg. 30) 

•Discuss and review the status of any student referrals made to outside agencies. 

 

•Prepare for how your school might support all students and staff when schools reopen, in 

particular those who have been bereaved. 

•Evaluate your school’s response to the critical incident and amend your Critical Incident 

Management Policy, as appropriate. 

 

Implementation and Review 

This plan will be implemented from the date of ratification and will be reviewed annually or as the 

need arises if sooner. 

 

Evaluation 

The plan will be deemed to have been successful if the handling of a Critical Incident runs smoothly 

and efficiently and is effective in meeting the needs of pupils, parents and staff members. 

 

This Plan has been ratified by the Board of Management of Allen NS at its meeting on July 9th 2024. 

 

Signed:   

 

Chairperson of Board of Management 

Date: 

http://www.yourmentalhealth.ie/
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Appendix 1 

 
Critical Incident Phone Numbers 

 

Gardaí:  Robertstown Garda Station: 045 860202 

Naas Garda Station: 045 884300 

Kildare Garda Station: 045 521222 

Newbridge Garda Station: 045 895236 

Ambulance: Naas Control Centre: 045 866666, 999 or 112 

Fire Brigade: Newbridge Fire Brigade: 999 or 112 

Hospital: Naas General Hospital: 045 897221 

Tallaght Hospital (Children’s Hosp. + A&E) 014142000 

Our Lady’s Crumlin Hospital: 01 4096100 

 

Doctors: K Doc. Out of Hours: 1890 599 362 

Dr. F.X. Flanagan, Clane: 045 892392 

Parish Priest: Fr. Willie Byrne 087 6858242 

Chairperson, Board of Management: Fr. Willie Byrne 087 6858242 

DES Communications Unit: Marlborough Street: 01 8896400 

INTO: 01 8722533 or Lo-call 1850 708 708 

Department of Health & Children: Hawkins House, Hawkins St., Dublin 2: 01 6354000 

South Western Area Health Board: 

Health Service Executive: 045 876001 
Millennium Park, Naas: 045 880400 

Counselling Service, Henry St., Newbridge: 045 446350 

Dental Clinic, Naas: 045 899150 

Dental Clinic, Newbridge: 045 446372 

 

Tusla Child and Family Agency, Dublin South West, Kildare, West Wicklow, 

Suite 7 & 8, Vista Primary Care, Naas, Co Kildare. Tel 045 839312  

am.dswkww@tusla.ie 

mailto:am.dswkww@tusla.ie
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Appendix 2: Resources 

Below is a sample of online resources to support young people who have experienced loss and 

grief. These resources are intended to complement NEPS’ existing publication ‘Responding to 

Critical Incidents-NEPS Guidelines and Resource Materials for Schools’. 

 

a) Coronavirus and Bereavement 

The Irish Hospice Foundationhave developed practical and easily accessible materials for the Irish 

context, and include resources and supports available from organisations such as the HSE, DES and 

websites such as RIP.ie. There are also topic specific resources addressing issues such as ‘Planning 

a funeral in exceptional times’, ‘Grieving in exceptional times’ and ‘Helping children grieve during 

COVID-19 restrictions’ 

Winston’s Wish is a British childhood bereavement charity with a very comprehensive website. 

Their COVID-19 page has useful resources, such as ‘How to say goodbye when a funeral isn’t 

possible’, ‘Telling a child someone has died from coronavirus’ and ‘Managing grief in isolation’ 

 

b) General Bereavement 

Rainbowsis a free, voluntary service that supports children and young people with separation and 

bereavement. Support programmes for children and young people at both primary and post-primary 

level are available for students three months (minimum) after the experience of a loss. Further 

information and resources are available at their website. 

Barnardosprovide wide-ranging services to families, including support around bereavement. There 

is a downloadable e-book and links to various services available on their website. 

 

The Irish Childhood Bereavement Networkis a member organisation where families, professionals 

and schools can obtain information, guidance and support from various professionals. In addition to 

resources and supports, courses are available for professionals to develop their skillset in supporting 

bereavement. 

 

c) Suicide and Bereavement 

The National Office for Suicide Prevention (NOSP)is the body responsible for co-ordination and 

implementation of the national strategy for suicide prevention. As well as general information and 

resources, the site includes details on regional contacts for Suicide Resource Officers/Samaritans 

etc., details of various training programmes, and how professionals can access ‘Urgent Help’ at 

times of crisis. 

Headspaceis an Australian organisation for youth mental health. Their website has very practical 

materials for supporting those who have lost a loved one through suicide. 

 

d) SEN and Bereavement 

Mencaphave materials for explain loss and death to people with learning disabilities and includes 

literature for specific aspects such as ‘What can I do to feel better’ and ‘Going to a funeral’6 
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The following NEPS resources may be helpful for parents: 

Children’s Understanding and Reaction to Death (R6) 

Stages of Grief (R7) 

How to cope when something terrible happens (R8) 

Reactions to a Critical Incident 

Ways To Help Your Child Through This Difficult Time (R12). 

 

Other Recommended Resources 

Barnardos provide a wide-ranging service to families including support around bereavement. 

Downloadable e-books both parents and children are available on their website as well as links to 

various services. A national telephone support service for parents is available in response to the 

challenges they are facing during the COVID-19 pandemic. Freephone1800 910 123(from 10am to 

2pm, Monday to Friday). Barnardos also provide a children's bereavement helpline service, for 

members of the public seeking information and support in relation to bereavement. Telephone01 

473 2110(from 10am to 12pm, Monday to Thursday) 

 

The Irish Childhood Bereavement Network is a member organisation where families, professionals 

and schools can obtain information, guidance and support from various professionals. In addition to 

resources and supports, courses are available for professionals to develop their skillset in supporting 

bereavement. 

 

Winston’s Wish is a British childhood bereavement charity with a very comprehensive website. 

Their COVID-19 page has useful resources, such as ‘How to say goodbye when a funeral isn’t 

possible’, ‘Telling a child someone has died from coronavirus’ and ‘Managing grief in isolation’ 

 

The Irish Hospice Foundation have developed practical and easily accessible materials for the 

Irish context, and include resources and supports available from organisations such as the HSE, 

DES and websites such as RIP.ie. There are also topic specific resources addressing issues such as 

‘Planning a funeral in exceptional times’, ‘Grieving in exceptional times’ and ‘Helping children 

grieve during COVID-19 restrictions’ 

 

Mencaphave materials for explain loss and death to people with learning disabilities and includes 

literature for specific aspects such as ‘What can I do to feel better’ and ‘Going to a funeral’ 

Supports for younger people 

Childline (ISPCC)is Ireland's 24-hour national listening service for young people up to the age of 

18. Freephone1800 666 666(any time, day or night). Text50101(from 10am to 4pm every day). 

Chat online atwww.childline.ie(from 10am to 4pm every day). 

TheYourMentalHealth.iewebsite has information on all mental health supports and services 

available nationally & locally from the HSE and its funded partners. You can also call the 

freephoneYourMentalHealthInformation Line to find supports and services: 1800 111 888(any time, 

day or night). 7 
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Websites and helpful links 

 

Students 

Relaxation techniques (text) 

Relaxation techniques (podcast) 

Managing Stress and Anxiety - A Guide for Students 

Normalising thoughts and feelings - A Guide for Students 

Panic Attacks - A Guide for Students 

School Staff 

Primary 

Managing Stress and Anxiety a Guide for School Staff 

Normalising Thoughts, Feelings and Behaviour - A Guide for School Staff 

Panic Attacks - A Guide for School Staff 

Returning to school Primary 

School Staff Wellbeing return to school 

Self Regulation for Pupils a Guide for Staff 

The Response to Stress Information for School Staff 

Supporting Bereaved Students and Staff Returning to School following COVID-19 and Public Health 
Restrictions: Information Booklet for Schools 

https://www.education.ie/en/The-Department/Announcements/new-relaxation-techniques.pdf
https://soundcloud.com/user-719669409/relaxation-techniques-30-03-2020
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/managing-stress-and-anxiety-a-guide-for-students.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/normalising-thoughts-and-feelings-a-guide-for-students.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/panic-attacks-a-guide-for-students.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/managing-stress-and-anxiety-a-guide-for-school-staff-primary.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/normalising-thoughts-feelings-and-behaviour-a-guide-for-school-staff.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/panic-attacks-a-guide-for-school-staff.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/returning-to-school-primary.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/school-staff-wellbeing-return-to-school.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/self-regulation-for-pupils-a-guide-for-staff.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/the-response-to-stress-information-for-school-staff.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/supporting-bereaved-students-information-booklet-for-schools.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/supporting-bereaved-students-information-booklet-for-schools.pdf

