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Laurel Hill Secondary School FCJ aims to protect the wellbeing of its students and staff by providing a 

safe and nurturing environment at all times. It is directly linked to the aspiration in our school Mission 

Statement that all in the school should feel safe and cared for, and is mindful of other policies such as 

Pastoral Care, SEN, Anti-Bullying Policy etc. 

 

 
Review and Research 
 

The Critical Incident Management Team have consulted resource documents available to schools on 

www.education.ie and www.nosp.ie including: 
 

- Responding to Critical Incidents Guidelines and Resources for Schools (NEPS 2016) 

- Suicide Prevention in Schools: Best Practice Guidelines (IAS, National Suicide Review Group 

(2002) 

- Suicide Prevention in the Community - A Practical Guide (HSE 2011) 

- Well-Being in Post-Primary Schools Guidelines for Mental Health Promotion and Suicide 

Prevention (DES, DOH, HSE 2013) 

- Well-Being in Primary Schools - Guidelines for Mental Health Promotion 

(DES, DOH, HSE 2015) 

 

 

Critical Incident Management Team (CIMT) 

 

 
A CIMT has been established in line with best practice. The members of the Team were selected on a 

voluntary basis and will retain their roles for at least two years. The members of the Team will meet 

annually to review and update the policy and plan. 

 

 

Team leader: Mr. James Collins (Mr. Diarmuid Byrnes. Ms Suzanne Creaven) 

Role 

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

• Coordinates the tasks of the team 

• Liaises with the Board of Management; Dept. of Education; NEPS; SEC 

• Liaises with the bereaved family 

 

 

Garda liaison: Mr. James Collins / Ms Suzanne Creaven 

Role 

• Liaises with the Gardaí 

• Ensures that information about deaths or other developments is checked out for accuracy 

before being shared 

http://www.education.ie/
http://www.nosp.ie/


Staff liaison: Mr. Diarmuid Byrnes 

Role 

• Leads briefing meetings for staff on the facts as known, gives staff members an opportunity to 

express their feelings and ask questions, outlines the routine for the day 

• Advises staff on the procedures for identification of vulnerable students 

• Provides materials for staff (from their critical incident folder) 

• Keeps staff updated as the day progresses 

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

• Advises them of the availability of the Employment Assistance Service (EAS) and gives them the 

contact number. 

 

 

Student liaison: Ms. Ethna Lyons / Ms. Hazel Ní Anragáin / Ms. Claire Delaney 

Role 

• Co-ordinate information from tutors and year heads about students they are concerned about 

• Alert other staff to vulnerable students (appropriately) 

• Provide materials for students 

• Maintains student contact records (Resource 1 – R1). 

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

 

 

Community/agency liaison: Ms. Síle Moynihan with Mr. James Collins 

Role 

• Maintains up-to-date lists of contact numbers of 

- Key parents, such as members of the Parents Council 

- Emergency support services and other external contacts and resources 

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

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

• Coordinates the involvement of these agencies 

• Reminds agency staff to wear name badges 

• Updates team members on the involvement of external agencies 
 

 

Parent liaison: Ms. Ethna Lyons with Mr. James Collins 

Role 

• Visits the bereaved family with the team leader 

• Arranges parent meetings, if held 

• May facilitate such meetings, and manage ‘questions and answers’ 

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

• Ensures that sample letters are typed up, on the school’s system and ready for adaptation 

• Sets up room for meetings with parents 

• Maintains a record of parents seen 

• Meets with individual parents 

• Provides appropriate materials for parents (from their critical incident folder) 
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Media liaison: Mr. Diarmuid Byrnes with Mr. James Collins 

 

Role 

• 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.) 

• In the event of an incident, will liaise where necessary with the SEC; relevant teacher unions 

etc. 

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

school management) 

Administrator: Ms. Síle Moynihan / Mr. Diarmuid Byrnes with the assistance of the    

administrative staff 

Role 

• Maintenance of up-to-date telephone numbers of 

- Parents or Guardians 

- Teachers 

- Emergency services 

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

• Ensures that templates are on the school’s system in advance, and ready for adaptation 

• Prepares and sends out letters, emails and texts/messages via the School App 

• Photocopies materials needed 

• Maintains records 

 

Record keeping 

In the event of an incident, each member of the team will keep records of phone calls made and 

received, letters sent and received, meetings held, persons met, interventions used, material used etc. 

Administration staff will have a key role in receiving and logging telephone calls, sending 

letters, photocopying materials, etc. 

 

 

Confidentiality and good name considerations 

Management and staff of Laurel Hill Secondary School FCJ have a responsibility to protect the 

privacy and good name of people involved in any incident and will be sensitive to the consequences 

of public statements. Members of school staff will bear this in mind, and seek to ensure that students 

do so also e.g. the term ‘suicide’ will not be used, unless there is solid 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. 

 

Consultation and communication regarding the plan 

All staff were consulted, and their views canvassed in the preparation of this policy and plan. 

Students and Parent/Guardian representatives were also consulted and asked for their comments. 

Our school's final policy and plan in relation to responding to critical incidents has been presented to 

all staff. 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 Ms. Ethna Lyons. 

The plan will be updated annually. 
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Critical Incident Room 
In the event of a critical incident, the following rooms are designated for the indicated purposes 

 

Room Name: Designated 

Purpose: 

Staff Room Main room for meeting staff 

Guidance 

Office / Time-

out Room 

/Chaplains 

Office (as 

necessary/appropriate) 

Meetings with students 

D’ Houet Concert Hall  Meetings with parents 

D’ Houet Concert Hall 

/Principal’s Office 

(as 

necessary/appropriate) 

Meetings with media 

Meetings with parents 

Guidance Office / Office 

of Principal/Deputy 

Principal) 

Individual sessions with students 

D’ Houet Concert Hall 

Area/Office of Principal / 

Deputy Principal 

(as necessary / appropriate) 

Meetings with other visitors 

 

Critical Incident Management Team 

Role Name Phone 

Team leader: Mr. James Collins / Mr. Diarmuid 

Byrnes / Ms. Suzanne Creaven  

061 319383 

Garda liaison Mr. James Collins / Ms. Suzanne 

Creaven  

061 319383 

Staff liaison Mr. Diarmuid Byrnes 061 319383 

Student liaison Ms. Ethna Lyons / Ms. Hazel Ní 

Anragáin/ Ms. Claire Delaney 

061 319383 

Community liaison  Ms. Síle Moynihan with Mr.  James   

Collins 

061 319383 

Parent liaison Ms. Ethna Lyons with Mr. James 

Collins 

061 319383 

Media liaison  Mr. Diarmuid Byrnes with Mr. James 

Collins 

061 319383 

Administrator Mr. Diarmuid Byrnes / Ms. Síle 

Moynihan/Administration Staff 

061 319383 
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The Critical Incident Management Plan (CIMP) 

The aim of the CIMP is to help school management and staff to respond quickly and effectively in the 

event of an incident, to enable the school to maintain a sense of control and to ensure that appropriate 

support is offered to students and staff. It also helps to ensure that the effects on the students and staff 

will be limited. It should enable the school to effectively return to normality as soon as possible. 

Definition of a Critical Incident: 

A Critical Incident is defined as any incident or sequence of events which overwhelms the normal 

coping mechanisms of Laurel Hill Secondary School and disrupts the running of the school. 

Examples Include: 

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

terminal illness, or suicide. 

• An accident involving members of the school community, on or off the school premises. 

• An intrusion into the school 

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

• The disappearance of a member of the school community. 

• An accident/tragedy in the wider community. 

 

Procedures to Follow in the Event of Critical Incident. 

Short Term Actions (Day 1): 

School Staff & Students: 

1. Obtain accurate information about the incident: - Relevant Staff and Witnesses (accidents) 

- What happened, where and when? 

- What is the extent of the injuries? 

- What is the location of those injured and not injured? 

- How many are involved and what are their names? 

- Is there a risk of further injury? 

- What agencies have been contacted already? 

- Is there a necessity for a whole school assembly? 

 

 

2. Contact appropriate agencies: Principal / Deputy Principal 

 

Principal to contact appropriate agencies: 

- Emergency Services. 

- Medical Services. 

- HSE Psychological Departments/Community Care Services 

- N.E.P.S. 

- Board of Management. 

- Department of Education 

- Trustees 
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3. Convene a meeting with key staff / Critical Incident Management Team: Principal / Deputy 

Principal / Secretary  

 

A list of possible to be covered follows: 

- Agree a statement of facts for staff, students, parents and the media. There should be a 

written version of this. 

- Delegation of responsibilities to the Critical Management Team 

- Principal/Deputy Principals to handle phone enquiries and to ensure that a phone line 

remains open and available for enquiries. 

- Principal and member of team to deal with the media. 

- Deputy Principal to organise the timetable/routine for the day if necessary. Adhering to 

the normal school routine as much as possible. 

- Organisation of a staff meeting, if appropriate, and supervision of students during the staff 

meeting. 

 

4. Hold Staff Meeting (out of class time): All Staff 

 

- Give an account of the facts as known. 

- Give an opportunity for staff to express their views and feelings. 

- Discuss how the facts will be shared with the students.  (There must be an agreed 

approach). 

- Outline the routine for the day. 

- Inform staff about which outside agencies have been contacted or involved, and the 

supports what will be put in place for both students and staff. 

- Identify vulnerable students. 

- Distribute relevant hand-out material. 

 

Inform Parents / Guardians:  

Principal / Deputy Principal/Guidance Counsellor / Ethos Co-ordinator 

 

Where children are involved: 

- The Principal, Deputy Principal, and other members of C.I.M.T., where necessary will 

contact parents as soon as possible.  Handle with great sensitivity. 

 

To do: 

 

- Agree who should share information with parents and how this should be done. 

- Make a list of parents/guardians who have been contacted and those who still need to be 

told. 

- Give parents/guardians relevant and factual information. 

- Set the Principal’s Office, Guidance Room and Time-Out Room aside, for distressed 

students to meet their parents/guardians. 

- Provide support to parents who are on their own when they arrive at the school. 

- Give telephone numbers for enquiries. 
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Where children are not directly involved: 

 

- Parents of other children in the school should be informed of the incident and that their 

child may be upset. 

- Send a letter to parents stating the facts and brief details of the incident. 

- May not be appropriate at this stage to disclose the names of those involved. 

 

 

Inform Students:  

Principal / Deputy Principal / Year-heads 
 

- Inform students of a Critical Incident in class groups or sub-groups. 

- Consider the messenger (and their suitability). 

- Give facts and avoid speculation. 

- Ask students to ask questions, tell their story and express feelings. 

- Help students to realise that overwhelming emotions are natural and normal following a 

Critical Incident. 

 

Make Contact with the Bereaved Family.  

Principal / Deputy Principal / Guidance Counsellor / Ethos Co-ordinator 
 

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

- Plan visits to those injured.  
- Liaise with the family regarding funeral arrangements/memorial service.  
- Designate a suitable staff member to liaise with the family, to extend sympathy and to 

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

service.  
- Decide on the school’s role in the funeral service following consultation with parents, 

school management and close family friends.  
- Have regard for different religious traditions and faiths. 

 
 

Deal with the Media:  Principal 

 
Team to prepare a written statement which will include: - 

 

- The facts about the incident. 

- What has been done already. 

- What is going to be done. 

- Positive information or comments about the deceased person. 

 

 

If giving a live interview: - 

 

- Assign task to someone skilled or familiar with dealing with the media. 

- Take some time to prepare. 

- Keep it simple, factual and brief. 

- Decline, if you are not ready or think it inappropriate. 
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Organise the Re-union of Students with their Parents/Guardians, if necessary: 

 

- Inform students that their parents/guardians will be collecting them as soon as possible. 

- Facilitate distressed students and their parents by providing a private room, where they 

can meet following an incident. 

- Where appropriate, offer help with transport, especially for younger children. 

 

 

 

Medium Term Actions (24-72 hours): 

 
1. Review the events of the first 24 hours. (ALL STAFF) 

- Reconvene Critical Incident Management Team. 

- Decide arrangements for support meetings for Parents/Staff/Students. 

- Decide on mechanisms for feedback from teachers on vulnerable students. 

- Have review staff meeting with all staff if necessary. 

- Ensure all staff are kept up to date on any developments. 

- Establish contact with absent staff and pupils. 

- Update media, if necessary. 

 

2. Arrange support for individual students, group of students and parents, if necessary (CIMT) 

- Provide a suitable room – Guidance Counsellor office, time-out room, year-head office, 

front/back parlour. 

- Hold support/information meeting for parents/students to clarify what has happened. 

- Give any teacher who feels uncomfortable with involvement in support meetings, the 

choice of opting out. 

- Arrange, in consultation with outside agencies, individual or group debriefings or support 

meetings with parental permission. 

 

 

3. Plan for the Re-integration of Students and Staff: (CIMT) 

 

- e.g.  Absentees, Injured, Siblings, Close Relatives etc. 

 

Decide on person(s) to liaise with above on return to school. 

 

 

4. Plan Visits to Injured: Discussion in CIMT 

- Name Key Person(s) to visit Home/Hospital. 

 

Decide on key person(s) to visit home/hospital. 

 

 

5. Liaise with the Family regarding Funeral Arrangements: Principal & members of CIMT 

 

Designate Staff Member to: 

- Extend sympathy. 

- Clarify the family’s wishes regarding the school’s involvement in funeral service. 

- Arrange a home visit by two staff representatives within 24 hours, if appropriate. 
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- Have regard for different religious traditions and faiths. 

 

6. Attendance and participation at funeral service: Staff 

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

 

 

7. School Closure: Board of Management 

- Request a decision on this from the Board of Management. 

 

 

 

Longer Term Actions:  
• All staff to monitor students for signs of continuing distress. 

• At a staff meeting, evaluate response to incident and amend the Critical Incident Management 

Plan appropriately. 

• Inform new staff/new students affected by Critical Incident where appropriate  

o Ensure that new staff are aware of the school policy and procedures in this area 

o Ensure that new staff are aware of which pupils were affected in any recent incident 

and in what way 

• Appropriate ways to deal with anniversaries  

 

 

 

Dealing with the Aftermath of a Suicide or Suspected Suicide 

 
The term ‘suicide’ should not be used until it has been ‘established categorically that the student’s or 

teacher’s death was as a result of suicide’. (ASTI Guidelines 1997). The phrases ‘tragic death’ or 

‘sudden death’ may be used instead.  

 

The following is a guide to how school can support a bereaved family, school staff and students.  

 

 

Family  

 

o A staff member should contact the family to establish the exact facts and the family’s wishes 

about how the death should be described.   

o Acknowledge their grief and loss.   

o Organise a home visit by two staff members.  

o Consult with the family regarding the appropriate support from the school.  

 

 

Staff  

 

o Convene a staff meeting to brief staff on the above details. It may be necessary to do this in 

two shifts therefore ensuring staff are available for support to students and for cover at all 

times.  

o Students need to be with people they know and trust. If possible, it is better if the teacher 

provide support for the students. The external ‘expert’ visitor should therefore be primarily 

used to brief the teachers.  

o Help teachers to prepare for breaking the news to students. Close friends and relatives of the 

deceased in the school need to be told first. This needs to be done in a private location.  
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o Outline the possible reactions.  

o Identify the high-risk students and what supports are available.  

o Remind them of the school’s critical incident plan.  

o Decide on the strategy do deal with queries from parents/guardians.  

o Ensure that a quiet place can be made available for students/staff.  

o Hold further staff briefings during the day to update information, to offer support and to 

further identify high risk students.  

 

Students  

 

o Give the facts as they are known.  

o Create a safe and supportive space for students where they can share their reactions / feelings.  

o Advise them on their possible reactions over the next few days.  

o Avoid glorifying the victim and sensationalising the suicide.  

o Advise the students of the support that is available to them.  

o Take any talk of suicide seriously and provide support or refer on immediately.  

o Students may wish to confide in and seek support from each other rather than adults. Facilitate 

this if appropriate and if it is possible. However, information should be provided about how to 

get further help if they, or their friends, should need it.  
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APPENDIX 1: Short term 

 

 

Task Name 

Gather accurate information Mr. James Collins 

Mr. Diarmuid Byrnes 

Ms. Suzanne Creaven  

Who, what, when, where? Mr. James Collins 

Mr. Diarmuid Byrnes 

Ms. Suzanne Creaven  

Convene a CIMT meeting – specify time and place clearly Mr. James Collins 

Mr. Diarmuid Byrnes 

Ms. Suzanne Creaven  

Contact external agencies Mr. James Collins 

Mr. Diarmuid Byrnes 

Ms. Suzanne Creaven  

Arrange supervision for students Mr. Diarmuid Byrnes 

Hold staff meeting All staff 

Agree schedule for the day Mr. Diarmuid Byrnes 

Inform students – (close friends and students with learning 

difficulties may need to be told separately) 
Ms. Ethna Lyons  

Ms. Suzanne Creaven 

Compile a list of vulnerable students Ms. Ethna Lyons 

Ms. Suzanne Creaven  

Prepare and agree media statement and deal with media Mr. James Collins 

Mr. Diarmuid Byrnes 

Ms. Síle Moynihan 

Inform parents Mr. James Collins 

Hold end of day staff briefing Mr. James Collins 

Mr. Diarmuid Byrnes 

Ms. Suzanne Creaven  
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APPENDIX 2. Medium Term 

 

Task Name 

Convene a CIMT meeting to review the events of day 1 Mr. James Collins 

Mr. Diarmuid Byrnes 

Ms. Suzanne Creaven  

Meet external agencies (when necessary) Members of CIM Team 

Meet whole staff Mr. James Collins 

Mr. Diarmuid Byrnes 

Ms. Suzanne Creaven  

Ms. Ethna Lyons 

Arrange support for students, staff, parents Ms. Ethna Lyons 

Ms. Hazel Ní Anragáin 

Visit the injured (as necessary and appropriate) Mr. James Collins 

Mr. Diarmuid Byrnes 

Ms. Suzanne Creaven 

Liaise with bereaved family regarding funeral arrangements Mr. D. Byrnes 

Ms. Hazel Ní 

Anragáin 

Agree on attendance and participation at funeral service Mr. D. Byrnes/ Ms. Hazel Ní 

Anragáin (with the RE Dept.) 

Make decisions about school closure BOM 

 

 

APPENDIX 3: Follow-up – beyond 72 hours 

 

 

Task Name 

Monitor students for signs of continuing distress Class teachers 

Liaise with agencies regarding referrals Ms. Ethna Lyons / Ms. Hazel Ní 

Anragáin 

Plan for return of bereaved student(s) Senior Leadership Team / Ethos Co-

ordinator / Guidance Counsellor / 

Year-head 

Plan for giving of ‘memory box’ to bereaved family 

(as necessary/appropriate) 

Ethos Co-ordinator / Guidance 

Counsellor / Year-head 

Decide on memorials and anniversaries 

(as necessary/appropriate) 

BOM/Staff, parents, and students 

(in conjunction with Student 

Council Representative) 

Review response to incident and amend plan Staff/BOM 
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APPENDIX 4. 

 
 

 

 Letter to Parent(s)/Guardian (1)  

 

(Sample letter in the event of a tragedy)  

 

 

Dear Parent/Guardian(s),  

 

 

The school has experienced (the sudden death, accidental injury) of one of our students. We are 

deeply saddened by the death/event.  

 

(Brief details of the incident, and in the event of a death, perhaps some positive remembrances of the 

person lost)  

 

We have support in place to help your child cope with this tragedy. (Elaborate)  

 

 

It is possible that your child may have some feelings that he/she may like to discuss with you.  

 

You can help your child by taking time to listen and encouraging them to express their feelings.  

 

It is important to give them truthful information that is appropriate to their age.  

 

If you would like advice or assistance, you may contact the following people at the school.  

 

 

Yours sincerely,  

 
James Collins 

Principal 

Laurel Hill Secondary School FCJ 

james.collins@laurelhillfcj.ie 

Tel. 061-319383 

 

 

 

mailto:james.collins@laurelhillfcj.ie
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APPENDIX 5.  

 

 

Letter to Parents (2)  

 

(Sample letter requesting consent for involvement of outside professional/s)  

 

Dear Parent/Guardian(s),  

 

Following the recent (tragedy, death of X), we have arranged professional support for students in 

school who need particular help, (X……..) is available to help us with this work. This support will 

usually consist of talking to children, either in small groups or on a one to-one basis and offering 

reassurance and advice as appropriate.  

 

Your son/daughter…………….. has been identified as one of the students who would benefit from 

meeting with the psychologist. If you would like your child to receive this support, please sign the 

attached permission slip and return to the school by ………………….  

 

If you would like further information on the above or to talk to the psychologist, please indicate this 

on the slip or telephone the school.  

 

Yours sincerely,  

 

…………………………………………………………………………………………………………

……………………………………… …………  

 

 

I/We consent to having our son/daughter met by a psychologist employed by the Minister for 

Education and Skills.  

 

I/We understand that my son/daughter may meet the psychologist(s) in an individual or group session 

depending on the arrangements which at thought to be most appropriate.  

 

Name of Student:  

 

Date of Birth:  

I would like my son/daughter ………………………. to avail of the support being offered by the 

psychologist.  

 

 

Signed……………………………………………. (Parent/Guardian) 
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EMERGENCY CONTACT LIST 

 

AGENCY CONTACT NUMBERS 

Henry Street Garda Station 061-482120 

University Hospital Limerick / Accident & Emergency                                       

St. John’s Hospital 

061 301111 / 061 482120 

061 462222 

Fire Station / Ambulance 999 / 112 

Dr. Gillian Boland (Local GP) Dooradoyle Medical Centre 061 306922 

HSE, Family Centre (O’ Connell Avenue) / Freephone 061 411900 / 1800 234115 

Child and Family Agency, Unit 3, St. Camillus’ Hospital, 

Shelbourne Road, Limerick 
061-58688 

Child and Family Mental Health Service (CAMHS), (up to 

16 years of age) 

Henry Street – 061 4122247                       

O’ Connell Street – 061 483388 

17 to 18 years of age – Contact available from CAMHS Ennis Road Area – Dr. Patrick Doyle    

Tevere Day Hospital 061 452972 

NEPS Psychologist 

Kate Foskin 

Limerick Office 018650561  

Crisis Nurse Regional Hospital Suicide Prevention Office for 

Mid-West 

061 – 461454 / 087 6472354 

Department of Education 090-6483600 

ASTI/TUI 
ASTI 01-6040160 

TUI 01-4922588 

Parish Priest / Clergy / Ethos Co-ordinator                                                                                                                                                                       
Fr. Liam Enright - St. 

Joseph’s 061 313401 / 087 

7415603                                        

Ms. Hazel Ní Anragáin - 

061319383 

FCJ Sisters School 061 319383 

Maryville 061 416009 

State Exams Commission 090-6442700 

Employee Assistance Service 1800 411 057 
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USEFUL CONTACT NUMBER 

 

                        AGENCY CONTACT NUMBERS 

Bernardos 061-450355 

The Samaritans        1850 609090 

Pieta House 061 484444 

Childline 1800 666666 

Parentline 1890 927277 

AWARE 01 6617211 / 1890 303302 

Rainbows  01 4734175 

CONSOLE 1800247247 / 061 306792 

Bereavement Counselling 01 6767727 

The Bereavement Counselling Service 01 8391766 

Employee Assistance Service 1800 411 057 

 

 

 

This policy was adopted by the Board of Management on    _________________________ (Date) 

 

 

 

Signed: _____________________________       Signed:  _____________________ 

   

 

Chairperson, Board of Management               Principal 

 

   

 

_____________________________    _____________________ 

  Date:        Date: 

 

 

 


