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Presentation Primary Warrenmount 

 CRITICAL INCIDENT POLICY        

 
Presentation Primary, Warrenmount aims to protect the well being of its students by 

providing a safe and nurturing environment at all times. 

We have taken a number of measures to create a coping, caring and supportive ethos in 

the school, which include implementing such programmes as Stay Safe and Walk Tall, 

maintaining a Care Team and actively following the Anti Bullying policy. The school has 

also formulated a number of policies and procedures to be followed with a view to 

ensuring the physical and psychological safety of the school community, both in ordinary 

time and in the event of a critical incident. These include regular fire drills, vigilant yard 

supervision, monitoring of entrances/exits and a regular updating of the Health and Safety 

policy. 

 
What is a Critical Incident? 

Presentation Primary Warrenmount recognises 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 pupils, staff, the school or our local 

community.  

Types of incidents might include: 

 The death of a member of the school community through sudden death, accident, 

terminal illness or suicide 

 An intrusion into the school 

 An accident/tragedy in the wider school community 

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

 The disappearance of a member of the school community 

 An accident involving members of the school community 

 

Aim 
Recognising that the key of managing critical incidents is planning, Presentation Primary, 

Warrenmount has developed this Critical Incident Management Policy and accompanying 

Plan. Our hope is that, in the event of an incident, these will help staff to react quickly 

and effectively and to maintain a sense of control. These should also help us to achieve a 

return to normality as soon as possible and ensure that the ongoing health of the school 

community. 

             ----------------------------------------------------------------------- 

 

*Source: Responding to Critical Incidents in Schools- National Educational 
Psychological Services NEPS 

 

 

 

 



 

 

Creation of a coping, supportive and caring ethos in the school 
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 both staff and pupils. 

 

Physical Safety 

 Our Health and Safety policy is regularly updated 

 Regular fire drills occur 

 Our evacuation plan is prominently displayed and practised 

 Fire exits and extinguishers are regularly checked 

 Entrances to the school are locked during school times 

 Safety rules during playtime are in place 

 

Psychological Safety 

 SPHE programmes are followed to address such issues as grief and loss, stress 

and anger management, conflict management, problem solving, help-seeking, 

decision making, and alcohol and drug prevention 

 Staff are familiar with the Child Protection Guidelines and Procedures. 

 We implement our Bullying Policy 

 There is a Care Team in place in the school. 

 Staff members are informed of difficulties affecting individual students and are 

aware and vigilant to their needs 

 Books and resources on difficulties affecting the Primary school child are 

available to staff 

 The school has developed links with outside agencies, which may be contacted in 

the event of an emergency and for onward referral of students 

 Inputs to pupils 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 

 

 

Critical Incident Management Team 
We have set up a Critical Incident Management Team in line with best practice* and 

will maintain this team in future. 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 once a year to review and update the plan. Each member of the 

team has a dedicated critical incident folder with the relevant materials to be used in 

event of an incident. 

__________________________________________________________ 

*A critical incident team ‘is a group of individuals from the staff of the school who 

know the community, the students and each other well enough to make the necessary 

decisions called for when the incident occurs’  (Mary Schoenfeldt) 

 

 

 



 

 

 

 

Roles 
Key roles have been identified and assigned as follows: 

 

   Task Name 

Team Leader Gráinne Noone 

Garda Liaison Nadine Doherty 

Staff Liaison Norma Hanrahan  

Student Liaison Colette D/Olivia L 

Parent Liaison Niamh Ring/ Elaine Wellwood 

Community Liaison Cliodhna O’Reilly 

Media  Liaison Gráinne Noone/ Nadine Doherty 

Chaplain Sr Breeda Walsh/Elaine Wellwood/Helena 

Staunton  

Administrator  Niamh/Grainne 

 

In the absence of the team leader, the Deputy Principal will take on the role 

 

In the event of a critical incident the responsibilities of each role-holder will be as 

follows: 

 

Team Leader (Gráinne Noone)  

 Alerts the team members to the crisis and convenes a meeting 

 Coordinates the tasks of the team 

 Liaises with the Board of Management, the DES and NEPS 

 Liaises with the affected families 

The Deputy Principal will assume this role in the absence of the team leader. 

 

Garda Liaison (Nadine Doherty)  

 Liaises with the Gardai 

 Ensures that information about incidents is checked out for accuracy before being 

shared 

 Liaises with agencies in the community for support and onward referral 

 Updates team members on the involvement of external agencies 

 Coordinates the involvement of these agencies 

 Maintains up to date list of contact numbers of  Emergency Support Services and 

other external contacts and resources 

 

Staff Liaison Norma Hanrahan 

 Leads meeting to brief staff on the facts as known, gives staff members an 

opportunity to express their feelings and outlines the routine for the day 

 Advises staff on the identification of vulnerable students 

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

 Provides materials to staff from CI pack 



 Advises them of the availability of the EAS and gives them the contact number 

 

 

Student Liaison Colette D/Olivia L 

 Liaises with other team members to keep them updated with information and 

progress 

 Alerts staff to vulnerable students 

 Provides materials for students from the CI pack 

 Keeps records of students seen by external agency staff 

 Looks after setting up and supervision of ‘quiet room’ where agreed 

 Assists with administrative tasks 

 

Community Liaison Cliodhna O’Reilly 

 Maintains up to date list of contact numbers of :  

Emergency Support Services and other external contacts and resources 

 Is alert to the need to check credentials of individuals offering support 

 Liaises with agencies in the community for support and onward referral 

 Updates team members on the involvement of external agencies 

 Coordinates the involvement of these agencies 

 

Family Liaison 

 Visits the affected families with the team leader 

 Arranges meetings, if held 

 May facilitate such meetings, and manage ‘questions and answers’ sessions 

 Manages the ‘consent’ issues in accordance with agreed school policy 

 Meets with individual parents 

 Ensures that sample letters are prepared and available on the school’s IT system 

ready for adaptation 

 Keeps an up- to- date list of contact numbers of  key parents such as members of 

the Parents’ Association  

 Sets up a room for meetings with parents 

 Maintains a record of parents seen 

 Provides material for parents from the CI pack 

 

Chaplain  Sr Breeda Walsh/Elaine Wellwood/Helena Staunton 

 Visits affected families with leader and Family Liaison  

 Assists with prayer services 

 Makes contact with local clergy 

 Is available as personal and spiritual support to staff and students 

 

Media Liaison Gráinne Noone/ Nadine Doherty 

 In preparing for the role, she will consider issues that may arise during the 

incident and how they might be responded to (e.g. students being interviewed, 

photographers on the premises, etc) 

 In the event of an incident will liaise with relevant teacher unions 



 Will draw up a press statement, give media briefings and interviews (as agreed by 

the school management) 

 Look after setting up and supervision of the agreed ‘critical incident’ room 

 

 

Administrator Niamh/Grainne 

 Maintains up-to-date records of parents or guardians, staff, emergency services 

 Takes telephone calls and notes those that need to be responded to 

 Ensures that templates are available on the school’s IT system and ready for 

adaption(in accordance with Responding to Critical Incidents -Resource 

Materials for Schools DES) 

 Prepares and sends out letters, emails and texts 

 Photocopies materials needed 

 Maintains records 

 

Other members of the School Community may be asked to help with administrative 

tasks should the need arise. 

 

Record Keeping 
In the event of an incident, each member of the team will keep records of phone calls 

made and received, letters emails and texts sent and received, meetings held, persons met, 

interventions used, material used etc.  

The school secretary (Karen) will have a key role in receiving and logging telephone 

calls, sending letters photocopying materials etc 

 

Confidentiality and good name considerations 
The school has 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 pupils also do so. For instance, the term ‘suicide’ will not be used unless there is 

confirmed 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. 

After consultation with the BOM only the designated person will talk to media. 

No other person will communicate with the media. 

 

 Critical Incident Rooms 
In the event of a critical incident:   

 Assembly hall will be the main room used to meet the pupils  

 Staff room for staff 

 Art room for parents 

 Library for media 

 Computer room for individual sessions with pupils 

 HSCL room for other visitors 

 



 

  

 

 

 

Development and Communication of this policy and plan 

 
In January 2019, all staff members were consulted and their views canvassed in the 

preparation of the plan. Parent representatives were also consulted.  

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

been presented to all staff. 

 

 

The plan has been reviewed and amended again in January 2019. 

 

Each member of the critical incident team has a personal copy of the plan. 

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

 

The plan will be updated annually (Roles and Responsibilities) 

 

 

 

Ratified by Board of Management on  __________________ 

 

Chairperson:       __________________________   

Donal Brennan 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

 
CRITICAL   INCIDENT MANAGEMENT    PLAN 

 

 

Key Roles Assigned 

 

 
   Role  Name 

Team Leader 

 

Gráinne Noone 

Garda Liaison 

 

Nadine Doherty 

Staff Liaison 

 

Norma Hanrahan  

Student Liaison 

 

Colette D/Olivia L 

Parent Liaison 

 

Niamh Ring/ Elaine Wellwood 

Community Liaison 

 

Cliodhna O’Reilly 

Media  Liaison Gráinne Noone/ Nadine 

Doherty 

Chaplain Sr Breeda Walsh/Elaine 

Wellwood/Helena Staunton  

Administrator 

 

 Niamh/Grainne 

 

 
In the absence of the team leader, the Deputy Principal will take on the role 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

Short Term Actions and Roles Assigned 1st Day 

 

 
Task 

 

Name (key & support) 

Gather accurate information 

Who, what, where, when? 

G.Noone, relevant staff and 

witnesses  

(for accidents) 

Convene a CIMT meeting – specify time & place 

 

G.Noone 

Contact Gardai, BOM & external agencies  N. Doherty 

Arrange supervision for students 

 

CI team 

Arrange prayer service  

 

Sr. Breeda, E.Wellwood, H. 

Staunton  

Hold staff meeting, liaise with staff 

 

G.Noone, N.Doherty 

Agree schedule for the day 

 

All staff 

Inform parents /guardians 

 

N. Ring, 

Inform students (close friends and students with learning 

difficulties may need to be told separately) 

 

CI team 

Compile a list of vulnerable students 

 

CI team 

Contact/ visit the affected family G.Noone, N. Ring, 

 

Prepare media statement and deal with the media 

 

G.Noone, N. Doherty 

Hold end of day staff meeting 

 

G.Noone, CI team 

 

 

 



 

 

 

 

 

 

 

Medium Term Actions and Roles Assigned 

Day 2 and following days 

 
Task 

 

Name (key & support) 

Convene a CIMT meeting to review the events of day 1 

 

G.Noone 

Meet external agencies  N. Doherty,  

Meet whole staff 

 

G.Noone,  

Arrange support for students, staff, parents/guardians N. Ring  

Plan visits to the injured if applicable 

 

CI team 

Liaise with bereaved family regarding funeral 

arrangements 

Sr. Breeda,  

N. Ring 

Agree on attendance and participation at funeral service 

 

Staff & BOM 

Make decisions about school closure 

 

BOM 

 

Follow up   BEYOND 72 HOURS 

 
Task 

 

Name (key & support) 

Monitor students for signs of continuing distress 

 

Class Teachers / Care Team 

Liaise with agencies regarding referrals 

 

G.Noone/ support teachers 

Plan for return of bereaved students 

 

All Staff 

Plan for giving of ‘memory box’ to bereaved family N. Ring, 

Decide on memorials and anniversaries BOM, staff, parents, 

students 

Review response to incident and amend plan 

 

Staff & BOM 

 

 



 

EMERGENCY CONTACT LIST 
(To be displayed in staff room and offices of Principal, HSCL & Secretary) 

 

AGENCY CONTACT  NUMBERS 

GARDA   01 6669400  Kevin Street 

01 6666600 Sundrive Road  

01 6666200  Crumlin 

HOSPITALS 01 4096100  Our Lady’s Crumlin 

01 4103000  St James’s  

FIRE BRIGADE or GARDAI 999 or 112 

LOCAL G.P’S &  

COOMBE FAMILYPRACTICE 

 01 4730893  Dr Bury/ 

                      Dr Pauline King 

01 6770757  Dr. O’Connell 

DENTAL CLINIC  01 7077960  Meath Campus 

HSE/ COMMUNITY CARE 

TEAM 

01 7085333   Liberties P.C.T 

01 4539514   Thomas Court P.C.T. 

CAMHS  

CHERRY ORCHARD 

HOSPITAL 

01 6206000 

 

SCHOOL INSPECTOR 

John Mescal  

 

NEPS PSYCHOLOGIST 

Deabhail Buckley  

 

NEPS REGIONAL OFFICE 0761 108660 

BOM CHAIRPERSON 

Donal Brennan 

086 1737176 

DES 

 

01 8896690   Customer Service 

01 8734700   Switch 

INTO 01 8047700   Parnell Sq. 

1850708708  Lo call 

PARISH OFFICE 

 

PARISH PRIEST 

Fr. Martin Dolan 

01 4530387   Church Nicholas of Myra 

Francis Street. 

01 5611390 Re-directed to mobile 

phone. 

EMPLOYEE ASSISTANCE 

SERVICE 

1800 411 057 

 


