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Lurgan College Critical Incident Policy

1. Introduction
Lurgan College strives to create a caring environment for the school community as a whole.
The school has 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 during the normal
course of the school day and in the event of a critical incident.

2. Definition
A critical incident may be defined as any sudden and unexpected incident or sequence of
events which causes trauma within a school community and which overwhelms the normal
coping mechanisms of that school.
Incidents that have affected schools:
•

Sudden death of a pupil or member of staff

•

Disappearance of a pupil or member of staff

•

Death or injury of a pupil or staff member on a school outing

•

Severe injury to pupil or staff member as a result of road traffic accident

•

Serious assault on pupil or staff member in school

•

Violent/disturbed intruder on school premises during school day

•

Serious damage to school building or property through fire, flood or vandalism

•

Civil disturbance in local community

•

Pupil with contagious illness

•

Immediate evacuation of the school with no likelihood of return for a number of hours

3. Critical incident management team
The CIMT at Lurgan College is made up of the following people:
Principal – Mr Robinson
Vice Principal – Mr Bell
Vice Principal – Dr McKee
A senior leader – Mr B Hanna
Head of Year - Mrs Briggs
Heads of Year as appropriate
Board of Governors – Mrs S Matthews
Principal’s Secretary – Mrs Gough

The Principal will act as team leader or in his absence the Vice Principal.
This team will:
•
•
•

•
•

Meet annually (unless required otherwise);
Maintain an up-to-date list of contact numbers for Staff, Parents/Guardians of
students and Emergency Services; (Appendix 5)
Establish a system of communication among staff, updated annually, so that
information can be conveyed one to another should a critical incident happen
outside of school hours; (Appendix 4). (Text messaging may be used in minor
circumstances, such as closure of school due to snow. In more serious cases, use
text messaging with only necessary detail then follow up with call).
Provide reading material regarding the effects on individuals of shock, trauma and
grief; (Appendices 9-12)
Designate a person to respond to any Media inquiries. (Appendix 8)

Roles and responsibilities
Role
Incident Manager

Deputy Incident
Manager

Parent Liaison
Officer

Responsibility
• Contacts Emergency Planning Duty Officer
• Acts as or appoints school single point of contact,
acting as liaison between school and emergency
planning team (co-ordinating centrally)
• Consider the need to alert other colleagues and
external agencies
• Establish a Critical Incident Management Team
• Collate all relevant information relating to the
emergency
• Co-ordinate the emergency response strategy for
the school, liaising with relevant services and
school governors as appropriate
• Monitor the emergency response
• Provide regular staff / team briefings
• Authorise any additional expenditure
• Assists Incident Manager
• Co-ordinates and manages staff in the Incident
Management Team
• Monitors staff welfare and organises staff roster
• Co-ordinates evacuation, if necessary
• Liaises with the Emergency Services and other
organisations as necessary
• Advises parents and provides information
• Provides point of contact
• Arranges on-site co-ordination of visiting parent.
• Maintains regular contact with parents where
appropriate

Name
Mr Robinson

Mr Bell/Dr McKee

Senior Leader
Mr Hanna

Administrators

Communications
officer

Pupil Welfare

•
•
•
•
•
•
•
•
•
•
•
•
•

Operate telephone lines
Help collate information
Relay incoming and outgoing messages
Provide administrative support to the Incident
Manager and Deputy
Maintain a master log of key events and decisions
Acts as point of contact for media enquiries
Works with the SELB Communications officer to
prepare media statements
Assists with internal communications
Maintain supervision
Ensure the safety and security of pupils
Co-ordinate the roll call register
Provide information and offer reassurance
Monitor pupils’ physical and emotional welfare

Mrs Gough plus
office staff

Mr Robinson

House Teachers led
by HOYs

4. Procedures to be followed in the event of a Critical Incident
Assess the danger, gather factual information and take appropriate action
It is crucial that the school has the correct information regarding the crisis. The
Critical Incident Management Team will establish the facts and complete the Initial
report (Appendix 1) and agree a general statement in response to the crisis.
Outline Immediate Response
The team will agree on an immediate plan of action which may involve:
•
•
•
•
•
•
•
•
•
•
•

Initiating agreed school evacuation procedures if necessary, arrange first aid
Notifying emergency services and SELB Critical Incident Response Team (CIRT)*
Establishing a command centre and key member of staff to liaise with CIRT
Maintaining school routines where possible.
Briefing office staff – keep a written log of all telephone calls and actions taken
(Appendix 1)
Informing the Staff, Board of Governors,
Informing students, Parents/Guardians;
Assigning tasks within the Team;
Developing a crisis plan for the day;
Setting up a recovery room in the school (medical room and/or 6th form common
room)
Reviewing events of the first day to make plans for the following day.
If an event happens outside of normal school hours, use of the cascading telephone
system (Appendix 4) should be used to inform all staff.
If an event happens within school hours, all staff should be briefed as soon as possible
and updated throughout the day

*The SELB CIRT is a multi-disciplinary team trained in Critical Incident Stress
Management. They are primarily there to support and advise staff during a critical
incident. It is not their intention to take over but can offer student/staff support if
required, either immediately or at a later date.
Following the initial call from a member of the school’s Critical Incident Team to the SELB
CIRT, details of the incident will be taken and passed on immediately to the CIRT

coordinator who will then contact the Principal to gather information and if necessary
make arrangements for a school visit once they determine the extent of the
involvement that is required.
In the event of a death:
•
•
•
•
•
•
•
•

Visiting the home of the bereaved;
Supporting distressed pupils and staff;
Facilitating staff and students response e.g. book of condolence, flowers etc;
Informing staff and students re funeral arrangements;
Deciding what form of representation is appropriate at the funeral;
Preparing students prior to the funeral and taking time to support them afterwards;
Ensuring counselling services are available, if deemed necessary.
Complete School Record on a pupil who has experienced loss/bereavement
(Appendix 13)

Inform
It is vital that all those needing information, receive it as soon as is practicable. The
agreed statement should be used when informing students and others as this may help
reduce the spread of rumour. If at all possible, the students should be told at the same
time in groups no larger than normal class size and should be delivered by a member
of the critical incident team. (See “Advice for teachers on breaking news to pupils” Appendix 6)
The statement, communicated in a sensitive manner, should seek to:
•
•
•

Give the facts as they are known i.e. what happened, who was involved;
Highlight the support that will be available;
Indicate the actions that are planned.
The school has the responsibility to protect the privacy and good name of the
person(s) involved in any incident and will be sensitive to the consequences of any
statements. The term suicide will not be used without the consent of the family
involved. The phrase “tragic death” or “sudden death” may be used instead.
Where a critical incident has occurred on a school trip, an agreed statement is needed
to assist those who will be telephoning Parents/Guardians. It is preferable to have a
number of staff involved so that all concerned are informed at or around the same
time. Some further considerations in contacting Parents/Guardians:

•
•
•
•

Offer any practical help needed – transport, phone numbers, contact names;
Enquire if the parent is alone or has someone to offer support;
Carefully review with the Parents/Guardian that the information given has been fully
understood;
Alerting parents to the trauma will help them when they subsequently make contact
with their child.
Parents should be informed via appropriate communication depending on the severity
of the matter (via ParentMail/email or a brief text message detailing, for example, a
school closure if deemed necessary and appropriate, with a detailed letter posted
home to follow). Parents involved directly should be telephoned or visited. A detailed
letter should be sent to parents that same day (Appendix 7).
Liaising with the Press
If there are enquiries from the press, it is important that only one person acts as
liaison. All staff and students should understand that all press enquiries are to be
referred to the designated person. No other discussion with the press should take place
and no interviews should be given without the approval of the Principal. The
communications officer can seek advice from Richard Bullick (SELB
Communications officer).
In preparing a press statement, thought should be given to the following suggestions:

•
•

The press statement should be simple and brief;
It should express the sorrow of the entire school community and extend sympathy to
the family/families;
• Priority should be given to the sensitivities and needs of those affected directly by the
crisis;
• The names, addresses and telephone numbers of those affected should not be released;
• Likely questions should be considered and a response prepared;
• A specific location and time for press briefings should be nominated in an ongoing
situation
(See appendix 8)
5. Short-term Action
The Critical Incident Team should carefully monitor the situation and complete the
Running Report Day 1/Day 2 if appropriate (Appendix 1).
The action that is needed in the short term will be dependent on the nature of the crisis
and may include the following:
Students
•

Care should be taken to balance the need to continue with the normal routine while
sustaining an atmosphere where it is acceptable to talk about the experience;

•
•
•
•
•
•

Contact with Parents/Guardians will be maintained throughout all stages of the crisis.
Parents/Guardians need to be able to contact the school if they have information that
will help the school care for their child;
Some form of memorial service is likely to take place. Such a service may also be of
great benefit to staff and parents/guardians;
The pastoral care of students exhibiting possible signs of distress or uncharacteristic
behaviour during the time of a critical incident, requires sensitivity. The school
counsellor may be a key person in addressing the needs of individual students;
Reminders should be given in relation to the supports that are available as students
will react in different ways and at different times;
Friends of a bereaved student can sometimes be the best source of support. These
friends may in turn need support as they attempt to find ways to be of help.
Identify pupils and staff in need of ongoing support (Appendix 2)

Staff
Many staff, following a critical incident, may need to air their feelings and reactions.
The school might consider a number of possibilities such as a staff meeting or inviting
in professional help.
•
•
•

care needs to be taken of those staff directly involved with the incident to ensure that
they receive support;
staff who feel, for whatever reason, that they are unable to be involved in the school's
direct response to the incident should be able to opt out;
the Principal needs to have a care for his own well being and seek whatever support is
appropriate.
Parents
The school has a role to play in supporting parents/guardians concerned with a critical
incident. This will vary depending on the nature of the crisis and the resources
available to the school.
The school should nominate contact persons with whom Parents/Guardians can liaise
in regard to the well-being of their children.
The school may discuss with involved Parents/Guardians what appropriate action can
be taken to support those concerned.
Parents/Guardians may be involved in a school service or assembly following a
tragedy.

6. Long Term Action
•

Care should be taken to monitor students returning to school after a critical incident or
bereavement. Phased return may be appropriate;

•
•
•
•
•
•
•

When a subsequent bereavement occurs in the school setting, care should be taken to
support those who were bereaved previously as this subsequent incident may trigger
deep emotional reactions;
The school might consider holding an annual remembrance service;
The school might consider the dedication of a tree, special garden, piece of art work
or notice board to recall those who have died.
The SELB CIRT can provide long term counselling from Independent counselling
school services (ICSS)
Complete the Management of Incident form (Appendix 3) 6 weeks after incident
Identify details of staff or pupils requiring ongoing support (Appendix 2)
Complete Appendix 14 “Pastoral Care Transfer Information” if the affected pupil
moves schools.
7. Review and Evaluation
This policy will be reviewed and evaluated after the occurrence of a Critical Incident.

8. Appendices
1. Initial Report
Running Report Day 1
Running Report Day 2
2. Details of staff/pupils requiring ongoing support
3. Review – Management of Incident
4. Cascading telephone system
5. List of useful contacts
6. Advice for teachers on breaking news to pupils
7. Letter to parents
8. Press statements- information for staff
9. Pupils returning to school after bereavement – advice for staff
10. Death by suspected suicide – information for staff
11. How to support pupils at a time of crisis – information for staff
12. Responding to pupils questions following a sudden death – information for staff
13. School record on a pupil who has experienced loss/bereavement
14. Pastoral care transfer information

Appendix 1
CONFIDENTIAL

Initial Report

Day 1

Running Record

Day 2

Running Report

Appendix 2

Details of Staff/Pupils requiring ongoing support

Appendix 3

Review
Management of Incident
(to be completed 6 weeks after incident)

Principal

Appendix 4
Cascading telephone system

Principal’s Secretary
Mrs Gough

Non teaching staff:
Office Staff: LP, MC
Caretakers: HK, TO’D
Classroom assistant GM
Science, technology and ICT technicians: RT, MH
Canteen Staff
Cleaning Staff

Members of staff should ensure they have the relevant
telephone numbers and information on whom they
should call in the event of a critical incident

Mr Robinson

Vice Principal
Mr Bell

Vice Principal
Dr McKee

Three senior teachers
AR, AH, DI

Four Year Heads:
FL, BH, RB, HM

Non-House Teachers
AD, JA, JH, TC

Four House Teachers in Year Group
RB - NR, AB, ALB, GC
FL – JF, JB, RU, WB
BH – JJ, BF, SE, CM
HM – KW, AK, SD, DP

Appendix 5

List of useful contacts
Organisation

Name

Phone

Principal

Mr Robinson

028 38870912

Vice-Principal

Mr Bell

028 86736496

Vice-Principal/Head of
Pastoral Care

Dr McKee

028 38344303

Chair of Board of
Governors

Mr S. Abraham

028 38341477

Caretaker/Key holders

Mr Howard King

07742723283
028 38881084

Board Critical Incident
Response Team

Sheila Gamble
Yvonne Murtagh

028 37512515
cirt@selb.org

Board’s Chief Executive

Mr G Boyd

028 3751 2227

Local Police

Lurgan

0845 600 8000

Local Fire and Rescue

Lurgan Fire Station

028 38322208

Local Hospital

Craigavon Area hospital

028 3833 4444

Nearest Doctor’s Surgery

High Street Surgery Lurgan

028 3832 4591

Emergency Out of Hours

Craigavon

02 838399201

Board’s Health and Safety
Officer

028 37512200

Board’s Transport Section

Martin Bratton

028 3741 5399

Board’s Communication
Officer

Richard Bullick

028 3741 5356

Education Welfare Officer

Mrs C Casey

028 3832 6801

Social Services – Local
Team

Craigavon

028 38343011

Counselling Services

New Life Counselling
Ursula
Lurgan

028 90746189
07545743804
0500 127079.

Shankill Parish -Rev Geoff
Wilson
The Reach Team – Rick
Preston

028 3832 5673

Staff Care Service
Local Church/Clergy

07764342435

Appendix 6

Advice for teachers on breaking news to pupils

Appendix 7
Informing parents of a sudden death
Letter to parents

Dear Parent
It is with great sadness that I have to tell you of the sudden death of __________________ use
caution if naming a pupil (a pupil in Year ______/a Year _____ Teacher). The pupils were
told this morning by their Principal/class/form teacher.
________________ died of (an asthma attack, meningitis etc) and the pupils have been reassured
this is something that does not happen very often. Your child may or may not want to talk
about it but it is likely that he/she will need extra support from you in the days ahead.
We have enclosed an information leaflet for you which may be useful at this time.
Trained staff from the education and library boards’ Critical Incident Response Team are
helping to support us through this difficult time. It is sometimes necessary for a member of
the team to speak to a class or to individual pupils who may be distressed. He/she will be
guided by the Principal/class teacher in this. If you do not wish your child to receive such
support from the team please contact us immediately.
We are deeply saddened by this great loss but are trying, for the pupils’ sake, to keep the
school environment as normal as possible. Our thoughts are with __________’s family at this
tragic time and the school community sends them sincerest sympathy and support.
__________’s funeral is on _________ at ________ am/pm at __________________. We are in touch with
the family regarding their wishes for the school’s representation at the Service.
If you require further clarification or have any concerns please do not hesitate to contact
me.
Yours sincerely

PRINCIPAL

Appendix 8

Press Statements – information for staff

Appendix 9

Pupils returning to school after bereavement– advice for staff

Appendix 10
Death by suspected suicide – information for staff

Appendix 11
How to support pupils at a time of crisis – information for staff

Appendix 12

Responding to pupils questions following a sudden death – information for
staff

Appendix 13

School record on a pupil who has experienced loss/bereavement

Appendix 14

Pastoral care transfer information

