
 

CRITICAL INCIDENT POLICY 

1. Policy Statement 

The Board of Management of Ballygiblin National School is committed to protecting the safety, wellbeing, 
dignity and welfare of pupils, staff and the wider school community. 

The Board recognises that a critical incident can have a profound effect on pupils, staff, families and the 
operation of the school. The purpose of this policy is to ensure that the school is prepared to respond in a 
calm, coordinated, proportionate and supportive manner where such an incident arises. 

This policy provides the framework through which Ballygiblin NS will: 

●​ respond promptly and effectively to a critical incident​
 

●​ maintain, insofar as possible, the safe and orderly running of the school​
 

●​ provide appropriate support to pupils, staff and families​
 

●​ ensure clear leadership, communication and accountability​
 

●​ protect the dignity, privacy and good name of all those affected​
 

●​ support a return to normality as appropriately and sensitively as possible​
 

The welfare of children is the paramount consideration at all times. 

 

2. Legislative and Policy Framework 

This policy operates in accordance with: 

●​ Education Act 1998​
 

●​ Education (Welfare) Act 2000​
 

●​ Children First: National Guidance for the Protection and Welfare of Children (2017)​
 

●​ Child Protection Procedures for Primary and Post-Primary Schools (Revised 2025)​
 

●​ Safety, Health and Welfare at Work Act 2005​
 



●​ Data Protection Acts 1988–2018 and GDPR​
 

●​ Responding to Critical Incidents: Guidelines and Resources for Schools (NEPS)​
 

●​ Wellbeing Policy Statement and Framework for Practice​
 

●​ relevant Department of Education guidance and circulars in force from time to time​
 

 

3. Definition of a Critical Incident 

For the purposes of this policy, a critical incident is defined as: 

an incident or sequence of events that overwhelms the normal coping mechanisms of the 
school and has the potential to cause significant distress to pupils, staff or the wider school 
community. 

Critical incidents may include, but are not limited to: 

●​ the death of a pupil, staff member or member of the school community through accident, illness, 
violence, suspected suicide, suicide or other unexpected circumstances​
 

●​ a serious accident or injury involving members of the school community​
 

●​ a major incident in the wider community affecting pupils or staff​
 

●​ the disappearance of a member of the school community​
 

●​ an intrusion into the school​
 

●​ serious damage to the school building through fire, flood, vandalism or other emergency​
 

●​ any event that gives rise to significant trauma, distress, fear or disruption within the school 
community​
 

The Principal, in consultation where necessary with the Board of Management and relevant external 
agencies, will determine whether an event constitutes a critical incident requiring activation of this policy. 

 

4. Aims of the Policy 

The aims of this policy are to: 

●​ support the school to respond quickly, calmly and effectively​
 

●​ reduce confusion, distress and misinformation​
 

●​ ensure that accurate information is managed appropriately​
 



●​ provide clear leadership and defined roles during an incident​
 

●​ support pupils and staff in the immediate, short-term and longer-term aftermath of an incident​
 

●​ ensure that vulnerable individuals are identified and supported​
 

●​ promote a measured return to routine and stability​
 

●​ provide a basis for review and learning following an incident​
 

 

5. Building a Supportive and Resilient School Environment 

Ballygiblin NS recognises that effective critical incident management begins long before a crisis occurs. The 
school seeks to foster a caring, inclusive and emotionally safe environment in which resilience, belonging 
and help-seeking are actively promoted. 

5.1 Physical Safety 

The school promotes physical safety through: 

●​ a maintained Fire Evacuation Procedure​
 

●​ regular fire drills​
 

●​ monitoring of fire exits, alarms and safety equipment​
 

●​ secure access arrangements to the school building​
 

●​ appropriate supervision arrangements during the school day​
 

●​ risk assessment and health and safety procedures across school activities​
 

5.2 Psychological Safety and Wellbeing 

The school promotes psychological safety and wellbeing through: 

●​ a whole-school commitment to wellbeing and inclusion​
 

●​ implementation of the Primary Curriculum, including SPHE / wellbeing-related learning​
 

●​ the promotion of respectful relationships and anti-bullying practice​
 

●​ support structures in line with the Continuum of Support​
 

●​ referral pathways to leadership and external services where concerns arise​
 

●​ child safeguarding procedures and staff awareness of reporting responsibilities​
 

●​ staff awareness of available wellbeing and employee support services​



 

The school also recognises the importance of age-appropriate teaching and discussion around emotions, 
coping, resilience, relationships, loss, problem-solving and seeking help. 

 

6. Critical Incident Management Team (CIMT) 

A Critical Incident Management Team (CIMT) is established to coordinate the school’s response in the event 
of a critical incident. 

The team will: 

●​ meet as required following a critical incident​
 

●​ review this policy and associated arrangements periodically​
 

●​ maintain readiness in relation to key roles, contacts and procedures​
 

●​ ensure that critical incident materials and templates are available​
 

Each member of the team has a defined role. However, responsibilities may overlap, and tasks may be 
adapted depending on the nature of the incident. 

 

7. Roles and Responsibilities 

7.1 Team Leader – Principal 

Role holder: David Hyland 

The Team Leader will: 

●​ assess the initial situation​
 

●​ activate the Critical Incident Management Team​
 

●​ convene and chair CIMT meetings​
 

●​ coordinate the overall response of the school​
 

●​ allocate tasks and monitor implementation​
 

●​ liaise with the Board of Management​
 

●​ liaise with external agencies as required​
 

●​ liaise, where appropriate, with the affected or bereaved family​
 



●​ ensure that key decisions are recorded​
 

●​ ensure that the response remains proportionate, sensitive and child-centred​
 

In the absence of the Principal, the Deputy Principal will act as Team Leader. 

 

7.2 Garda / Emergency Services Liaison 

Role holder: Marie Mullins, Assistant Principal 

The Garda / Emergency Services Liaison will: 

●​ liaise with An Garda Síochána and emergency services as required​
 

●​ ensure that factual information is checked for accuracy before dissemination​
 

●​ support the school in responding appropriately to developments in the incident​
 

●​ ensure that information shared internally is based on verified facts​
 

 

7.3 Staff Liaison 

Role holder: Adrienne Ring, Deputy Principal 

The Staff Liaison will: 

●​ organise and lead staff briefing meetings as directed​
 

●​ ensure staff receive accurate and consistent information​
 

●​ provide staff with guidance and materials as required​
 

●​ support staff in identifying vulnerable pupils​
 

●​ remain alert to the wellbeing of staff members​
 

●​ signpost staff to the Employee Assistance Service or other appropriate supports where needed​
 

●​ keep staff updated throughout the day and in the days following the incident​
 

 

 

 



7.4 Parent Liaison 

Role holder: Niamh Ní Fheargail, Assistant Principal 

The Parent Liaison will: 

●​ assist with communication to parents/guardians as directed by the Principal​
 

●​ organise and support parent meetings where required​
 

●​ meet with individual parents as appropriate​
 

●​ maintain a record of parent contact where necessary​
 

●​ ensure that written communication templates are ready for adaptation​
 

●​ support the school in dealing sensitively and consistently with parental queries​
 

●​ assist, where appropriate, with contact with the bereaved or affected family​
 

 

7.5 Community / Agency Liaison 

Role holder: Emma Murphy, Assistant Principal 

The Community / Agency Liaison will: 

●​ maintain and access relevant contact details for support agencies and services​
 

●​ liaise with external agencies involved in supporting the school​
 

●​ coordinate the involvement of outside professionals where approved​
 

●​ verify, where necessary, the identity and role of individuals offering support​
 

●​ update the CIMT on agency involvement​
 

●​ support onward referral pathways where required​
 

 

7.6 Media Liaison 

Role holder: David Hyland, Principal 

The Media Liaison will: 

●​ act as the sole designated spokesperson on behalf of the school unless otherwise decided​
 

●​ prepare any media statement required​



 
●​ manage media enquiries in consultation with the Board of Management and relevant agencies 

where appropriate​
 

●​ ensure that staff, pupils and parents are not exposed to unnecessary media intrusion​
 

●​ ensure that no unauthorised person speaks to the media on behalf of the school​
 

No other staff member, pupil or parent representative may issue a statement on behalf of the school unless 
expressly authorised. 

 

7.7 Administrative and Record-Keeping Support 

Role holder: Katherine Reidy Price, Secretary 

The Administrative and Record-Keeping Support role includes: 

●​ maintaining relevant contact lists​
 

●​ receiving and logging calls where required​
 

●​ preparing, issuing and storing letters, emails and messages​
 

●​ photocopying and circulating materials​
 

●​ maintaining incident records, where directed​
 

●​ assisting with room preparation and logistics​
 

A confidential record will be maintained of significant actions taken during the school’s response. 

 

7.8 Chaplaincy / Faith Support 

Role holder: Fr Tommy Lane, Parish Priest 

Where appropriate and in accordance with family wishes, chaplaincy or faith support may include: 

●​ pastoral support to affected individuals​
 

●​ support with prayer or reflection services​
 

●​ liaison with other clergy or faith representatives where relevant​
 

The school recognises that support following a critical incident must be respectful of the beliefs, wishes and 
backgrounds of individual pupils, staff and families. 



 

8. Activation of the Policy 

The Principal will activate this policy where an incident is assessed as meeting the threshold of a critical 
incident. 

Initial priorities will include: 

●​ establishing the known facts​
 

●​ ensuring immediate safety​
 

●​ convening the CIMT​
 

●​ agreeing a first response plan​
 

●​ identifying immediate communication needs​
 

●​ arranging supervision and support for pupils​
 

●​ liaising with relevant agencies​
 

●​ identifying potentially vulnerable pupils or staff​
 

The school will respond according to the nature, scale and impact of the incident. Not every incident will 
require the same response. 

 

9. Communication Protocols 

Clear, accurate and controlled communication is essential in the management of any critical incident. 

9.1 General Principles 

All communication will be: 

●​ factual and verified as far as possible​
 

●​ proportionate and necessary​
 

●​ sensitive to the dignity and privacy of those affected​
 

●​ aligned with safeguarding, confidentiality and data protection obligations​
 

●​ managed centrally through the Principal and CIMT​
 

 



9.2 Communication with Staff 

Staff will be briefed as early as possible so that they can respond appropriately and consistently to pupils. 

9.3 Communication with Pupils 

Pupils will be informed in an age-appropriate, calm and sensitive manner. Particular care will be taken with 
close friends, siblings, pupils with additional needs and pupils already known to be vulnerable. 

9.4 Communication with Parents/Guardians 

Parents will be informed in a timely and appropriate manner where an incident affects their child or the 
wider school community. Communication may include written updates, meetings or individual contact as 
appropriate. 

9.5 Communication with Media 

All external media contact will be managed solely through the designated Media Liaison. Media access to 
pupils, staff or the school site will not be permitted without explicit authorisation. 

 

10. Confidentiality, Privacy and Good Name 

The school recognises the need to protect the dignity, privacy and good name of all those affected by a 
critical incident. 

Accordingly: 

●​ only verified and necessary information will be shared​
 

●​ confidential or sensitive information will not be disclosed inappropriately​
 

●​ staff will avoid speculation, rumour or unverified commentary​
 

●​ language used in communication will be measured and respectful​
 

●​ terms such as “suicide” or “murder” will not be used unless formally established and appropriate to 
do so​
 

●​ records will be stored securely and handled in accordance with data protection obligations​
 

This applies to spoken communication, written communication, digital communication and social media 
activity. 

 

 

 



11. Identification and Support of Vulnerable Pupils and Staff 

Following a critical incident, the school will seek to identify individuals who may be particularly vulnerable, 
including: 

●​ close friends or siblings​
 

●​ pupils with previous bereavement, trauma, anxiety or mental health concerns​
 

●​ pupils with additional needs​
 

●​ pupils who were directly exposed to the incident​
 

●​ staff members who may be particularly affected​
 

Support may include: 

●​ additional check-ins by class teachers or leadership​
 

●​ contact with parents​
 

●​ referral to external supports where appropriate​
 

●​ monitoring over time rather than only on the day of the incident​
 

The school recognises that some reactions may emerge later and not immediately. 

 

12. Critical Incident Rooms 

In the event of a critical incident, the Principal will designate and confirm the rooms to be used for various 
purposes. These may include: 

●​ a room for staff briefings​
 

●​ a room for meetings with parents​
 

●​ a quiet room for distressed pupils or staff​
 

●​ a room for individual support meetings​
 

●​ a room for external professionals or visitors​
 

●​ an area for administration and communications​
 

The specific rooms used will depend on the circumstances of the incident, confidentiality requirements, 
and the practical operation of the school on the day. 



 

13. Response Actions 

13.1 Immediate Response – Day 1 

Immediate actions may include: 

●​ gathering accurate information​
 

●​ ensuring immediate safety and supervision​
 

●​ convening a CIMT meeting​
 

●​ contacting relevant external agencies​
 

●​ briefing staff​
 

●​ informing pupils in an age-appropriate way​
 

●​ identifying vulnerable individuals​
 

●​ informing parents where necessary​
 

●​ preparing and managing any media response​
 

●​ holding an end-of-day review meeting​
 

13.2 Short-Term Response – Following Days 

In the days following an incident, actions may include: 

●​ daily review by the CIMT​
 

●​ ongoing staff briefings​
 

●​ support for affected pupils, staff and families​
 

●​ liaison with external agencies​
 

●​ planning regarding funeral attendance or school representation where relevant​
 

●​ decisions regarding modified school routines or closure where necessary​
 

●​ continued communication with parents​
 

13.3 Longer-Term Follow-Up 

Beyond the immediate aftermath, the school may: 



●​ monitor pupils and staff for ongoing distress​
 

●​ review referral needs​
 

●​ support the return of affected pupils or staff​
 

●​ consider anniversary reactions and significant dates​
 

●​ review memorial requests carefully and sensitively​
 

●​ evaluate the effectiveness of the school’s response​
 

●​ amend the policy or procedures in light of learning arising​
 

 

14. School Closure and Attendance at Funerals / Memorials 

Any decision regarding temporary school closure, partial closure, or school representation at funerals or 
memorial events will be made by the Principal in consultation with the Board of Management, having 
regard to: 

●​ the nature of the incident​
 

●​ the wishes of the family​
 

●​ the needs of pupils and staff​
 

●​ operational feasibility​
 

●​ safety and supervision requirements​
 

The school will aim to act sensitively, respectfully and proportionately. 

 

15. Record Keeping 

A confidential written record will be maintained of significant aspects of the school’s response, including 
where relevant: 

●​ key decisions made​
 

●​ meetings held​
 

●​ communications issued​
 

●​ supports arranged​
 



●​ agencies contacted​
 

●​ significant concerns arising​
 

Informal or personal note-keeping outside agreed procedures is not appropriate. 

All records arising from a critical incident will be retained securely in line with the school’s Data Protection 
Policy and Records Retention arrangements. 

 

16. Training, Preparedness and Review 

The school will seek to ensure that: 

●​ members of the CIMT are familiar with this policy​
 

●​ key contact details and templates are maintained​
 

●​ the school’s emergency and safeguarding procedures remain up to date​
 

●​ staff are aware of relevant reporting and support pathways​
 

This policy will be reviewed: 

●​ every three years​
 

●​ following a critical incident​
 

●​ following significant legislative or guidance change​
 

●​ where school practice indicates that revision is required​
 

●​ where there is a significant change in personnel or school structures relevant to implementation​
 

 

17. Ratification and Oversight 

This policy has been reviewed and adopted by the Board of Management of Ballygiblin National School. 

The Board will: 

●​ maintain oversight of the existence and review of the policy​
 

●​ support the Principal in implementation where required​
 

●​ review the policy in line with the agreed review cycle or earlier if necessary​
 



Implementation of the policy is the responsibility of the Principal and the Critical Incident Management 
Team. 

 

18. Key Contacts and Appendices 

Operational contact details, templates and emergency information will be maintained in the school’s 
Critical Incident Folder and updated as required. 

This policy should be read alongside relevant appendices and emergency procedures maintained by the 
school, including the Fire Evacuation Procedure. 



 

Critical Incident Rooms 

In the event of a critical incident, the following rooms are designated for the indicated purposes 

Room Name: Designated Purpose: 

Staffroom Main room for meeting staff 

Office or LS Room Meetings with students 

Office or LS Room Meetings with parents 

Office or LS Room Meetings with media 

Office or LS Room Individual sessions with students 

Office or LS Room Meetings with other visitors 

 

Critical Incident Management Team 

Role Name Phone 

Team leader: David Hyland Numbers in the policy in school 

Garda liaison Marie Mullins  

Staff liaison Adrienne Ring  

Chaplaincy Fr. Tommy Lane  

Community liaison Emma Murphy  

Parent liaison Niamh Ní Fhearghail  

Media liaison David Hyland  

Administrator Katherine Reidy Price  

 

 

 

 

 

 

 

 

 

 



 

Short term actions – Day 1 
Task Name 
Gather accurate information David Hyland 

Who, what, when, where? David Hyland 

Convene a CIMT meeting – specify time and place clearly David Hyland 

Contact external agencies David Hyland 

Arrange supervision for students Adrienne Ring 

Hold staff meeting All staff 

Agree schedule for the day CIMT 

Inform students – (close friends and students with learning 

difficulties may need to be told separately) 
David Hyland 

Compile a list of vulnerable students David Hyland & Adrienne Ring 

Prepare and agree media statement and deal with media David Hyland 

Inform parents David Hyland & Katherine Reidy Price 

Hold end of day staff briefing Adrienne Ring 

 



Medium term actions - (Day 2 and following days) 
Task Name 

Convene a CIMT meeting to review the events of day 1 David Hyland 

Meet external agencies David Hyland 

Meet whole staff David Hyland & Adrienne Ring 

Arrange support for students, staff, parents CIMT 

Visit the injured David Hyland & Niamh Ní Fhearghail 

Liaise with bereaved family regarding funeral arrangements Emma Murphy 

Agree on attendance and participation at funeral service Whole Staff 

Make decisions about school closure BOM 

 

 

Follow-up – beyond 72 hours 
Task Name 

Monitor students for signs of continuing distress Class teachers 

Liaise with agencies regarding referrals David Hyland & Adrienne Ring 

Plan for return of bereaved student(s) David Hyland & Niamh Ní Fhearghail 
 

Plan for giving of ‘memory box’ to bereaved family David Hyland ,Adrienne Ring & Katherine 
Reidy Price 

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

Review response to incident and amend plan Staff/BOM 

 



EMERGENCY CONTACT LIST 

 

AGENCY CONTACT NUMBERS 

Garda (Mitchelstown) 
 

025 84833 

Hospital (CUH) 021 492 2000 

Fire Brigade 999 0r 112 

Living Health 025 52000 

 

Child and Family Mental Health Service (CAMHS) 
 

071 9113960 

School Inspector 01 8896553 

NEPS Psychologist: Lorraine O’Sullivan 0874697437 

CPSMA 01 6292654 

INTO 
 

01 8047700 

DES 
 

0906 483600 

Employee Assistance Service 1800 411 057 

 
 

Signatures 

 

 

John O’Brien David Hyland 

Chairperson BOM Principal 

Date: 18/11/2025 Date: 18/11/2025 

 



Appendix 1 

Ballygiblin NS Fire Evacuation Instructions 
 

1.​ When the fire alarm is sounded your teacher will tell you to line up quickly and quietly at the 
door of your classroom. 

 
2.​ When everyone is lined up each teacher will lead the class out to their assigned assembly point 
ensuring that all of the class leave the building quickly. 

 
3.​Do not run or panic while leaving the building. 

 
4.​ Each teacher will call the roll and ensure that all children are present at the designated 
assembly point. It is important to note any people who are missing from the assembly point. 

 
5.​Do not go back into the building for any reason. 

 
6.​The Principal will check the names and number of all those at each assembly point. 

 
7.​ If there is anyone missing from an assembly point their names need to be given to their class 
teacher as soon as possible. 

 
8.​ Each teacher is in charge of their assembly point. In the event of the teacher being absent, the 
substitute teacher will be in charge. 

 
9.​Stay calm. Stay alert. When you are told it is safe to do so you may re-enter the building. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 2: Critical Incident Management Team 
(CIMT) Role Table 

Role Named 
Person 

Core Responsibilities 

Team Leader David 
Hyland 

Activates the policy, convenes the CIMT, coordinates the overall 
response, liaises with the Board of Management, external 
agencies and affected family, oversees key decisions and 
communications 

Deputy Team 
Leader / Staff 
Liaison 

Adrienne 
Ring 

Supports the Principal, leads staff briefings, supports staff 
wellbeing, helps identify vulnerable pupils, assists with 
coordination of staff response 

Garda / 
Emergency 
Services Liaison 

David 
Hyland 

Liaises with An Garda Síochána and emergency services, 
verifies information before sharing, supports coordination with 
official agencies 

Parent Liaison Niamh Ní 
Fheargail 

Assists with communication to parents, supports parent 
meetings, responds to parental queries as directed, helps 
maintain records of parent contact 

Community / 
Agency Liaison 

Emma 
Murphy 

Maintains contact with outside agencies, coordinates approved 
external supports, verifies credentials of outside personnel, 
updates the team on outside involvement 

Media Liaison David 
Hyland 

Acts as sole spokesperson unless otherwise delegated, prepares 
statements, manages media contact, protects the school from 
unnecessary media intrusion 

Administrator / 
Record Keeper 

Katherine 
Reidy Price 

Maintains contact lists, logs calls and actions, prepares written 
communications, manages records, assists with logistics and 
document handling 

Chaplaincy / 
Faith Support 

Fr Tommy 
Lane 

Provides pastoral or faith support where appropriate and in 
accordance with family wishes 

 

 

 

 



Appendix 3: Immediate Response Checklist – First 24 
Hours 

A. Establish the Facts 

​Confirm what has happened​
 

​Confirm who has been affected​
 

​Confirm when and where the incident occurred​
 

​Verify information through reliable sources only​
 

​Avoid speculation, rumour or unverified language​
 

B. Ensure Immediate Safety 

​Address any immediate safety or medical needs​
 

​Contact emergency services if required​
 

​Secure the school environment where necessary​
 

​Arrange appropriate supervision of pupils​
 

C. Activate the School Response 

​Principal decides whether to activate the Critical Incident Management Policy​
 

​Convene CIMT meeting​
 

​Assign roles and immediate tasks​
 

​Open critical incident records​
 

D. Communication 

​Agree facts that can be shared​
 

​Brief staff before pupils where possible​
 

​Plan how pupils will be informed​
 

​Prepare parent communication if required​



 
​Agree media response if needed​
 

​Remind staff that all external communication is centralised​
 

E. Pupil and Staff Support 

​ Identify close friends, siblings and particularly affected pupils​
 

​ Identify staff members who may be particularly affected​
 

​Arrange immediate support for vulnerable individuals​
 

​Consider additional support for pupils with SEN or communication needs​
 

F. End of Day Review 

​Hold end-of-day CIMT review​
 

​Confirm actions completed​
 

​ Identify outstanding actions for next day​
 

​Agree staff update for following morning​
 

​Ensure records are up to date​
 

 

 

 

 

 

 



Appendix 4: Follow-Up Checklist – Day 2 to Day 5 
​Reconvene CIMT daily as needed​
 

​Review updated facts and developments​
 

​Continue staff briefings​
 

​Continue monitoring of vulnerable pupils and staff​
 

​Liaise with parents of particularly affected pupils​
 

​Liaise with bereaved / affected family where appropriate​
 

​Arrange or coordinate external support if required​
 

​Review need for modified routines, reduced workload or quiet spaces​
 

​Consider funeral / memorial representation sensitively​
 

​Manage social media / media issues if arising​
 

​Maintain accurate written records​
 

​Review whether additional communication to parents is required​
 

​Plan for return to routine in a measured and supportive way​
 

 

 

 

 

 

 



Appendix 5: Vulnerable Pupil Monitoring Record 

Confidential Record – Critical Incident Support 
Name of Pupil: __________________________________________ 

Class: __________________________________________ 

Date Added to Monitoring List: __________________________________________ 

Reason for Concern / Vulnerability: 

 

Relevant Background Factors: 

●​ Close friend of person affected​
 

●​ Sibling / family connection​
 

●​ Direct exposure to incident​
 

●​ Previous bereavement / trauma​
 

●​ Anxiety / emotional wellbeing concerns​
 

●​ Additional educational needs​
 

●​ Other: ________________________________________​
 

Immediate Supports Put in Place: 

 

Parent Contact Made: 

●​ Yes​
 

●​ No​
 

Date: _____________________ 

Staff Member Responsible for Monitoring: 

 



Monitoring Notes 

Date Observation / Concern Action Taken Staff 
Initials 

    

    

    

    

Outcome / Review Decision: 

 

 

 

 

 

 

 

 

 

 



Appendix 6: Staff Briefing Template 

Staff Briefing – Critical Incident 
Date: _____________________​
 Time: _____________________​
 Incident: ______________________________________ 

Confirmed Information 

Please note that only verified facts should be shared. 

 

Immediate School Response 

 

Information for Staff 

●​ Please respond calmly and consistently​
 

●​ Please avoid speculation or unverified discussion​
 

●​ Please refer any media or external queries to the Principal​
 

●​ Please monitor pupils who may be particularly vulnerable​
 

●​ Please report any significant concerns immediately to leadership​
 

Supports Available 

 

Key Actions for Today 

 

 



Appendix 7: Parent Communication Template 

Template A – General Critical Incident Notification 
Dear Parents/Guardians, 

We wish to inform you of a serious incident which has affected our school community today. 

At this time, the following information has been confirmed: 

 

Today, staff have spoken with pupils in an age-appropriate and supportive way. Support is being 
provided in school for any pupil who is particularly upset or affected. 

You may find that your child has questions or emotional reactions this evening. It is helpful to 
respond calmly, listen carefully, and reassure your child. If you have any concerns about your child, 
please contact the school. 

We ask that families avoid speculation or the sharing of unverified information, including on social 
media, and that the privacy of those affected is respected. 

Further communication will issue if necessary. 

Yours sincerely,​
David Hyland​
Principal 

 

 

 

 

 

 

 

 

 



Template B – Bereavement / Sudden Death Notification 
Dear Parents/Guardians, 

It is with great sadness that we inform you of the sudden death of 
______________________________, a member of our school community. 

This news has caused great sadness within our school. Pupils have been informed in a calm and 
age-appropriate way today, and staff are supporting them as needed. 

Children react to sad news in different ways. Some may wish to talk a lot, while others may seem 
quiet or unaffected at first. This is normal. It is important to offer reassurance, to listen, and to 
maintain as normal a routine as possible. 

The school will continue to provide support to pupils and staff in the coming days. If you have 
concerns about your child, please contact the school. 

We ask that the privacy and dignity of the family be respected at this difficult time. 

Yours sincerely,​
David Hyland​
Principal 

 

 

 

 

 

 

 

 

 



Appendix 8: Individual Parent Contact Record 
Name of Parent/Guardian: __________________________________________ 

Name of Pupil: __________________________________________ 

Date: _____________________                          Time: _____________________ 

Contact Method: 

●​ Phone​
 

●​ In person​
 

●​ Email​
 

●​ Other: _____________________​
 

Reason for Contact: 

 

Summary of Discussion: 

 

Action Agreed / Follow-Up Required: 

 

Recorded by: __________________________________________ 

 

 

 

 

 



Appendix 9: Media Holding Statement 

Short Holding Statement 
Ballygiblin National School is aware of a serious incident affecting our school community. 

Our immediate priority is the wellbeing and support of the pupils, staff and families affected. We are 
liaising with the relevant authorities and appropriate supports are being put in place. 

At this time, it would not be appropriate to comment further. We ask that the privacy of those 
involved is respected. 

 

Appendix 10: Emergency Contacts Sheet 

Critical Incident Emergency Contacts 
This contact list should be reviewed and updated regularly and stored securely in the school’s 
Critical Incident Folder. 

Agency / Contact Name Phone Number Notes 

Emergency Services 999 / 112   

Garda Station Mitchelstown Garda 
Station 

025 84833  

Hospital Cork University 
Hospital 

021 492 2000  

Local Health Service / 
GP Support 

Living Health 025 52000  

CAMHS  071 9113960 Confirm relevance / 
local pathway 

NEPS Psychologist Lorraine O’Sullivan 087 4697437  

CPSMA  01 6292654  

INTO  01 8047700  

Department of 
Education 

 0906 483600 Check current 
relevant section if 
needed 

Employee Assistance 
Service 

 1800 411 057  

School Inspector  01 8896553 Check if current 



Chairperson BOM Mary O’Callaghan ________________  

Principal David Hyland ________________  

Deputy Principal Adrienne Ring ________________  

School Secretary Katherine Reidy Price ________________  

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 11: Critical Incident Record Log 

Confidential Incident Log 
Date of Incident: __________________________________________ 

Nature of Incident: 

 

Time Policy Activated: __________________________________________ 

CIMT Convened At: __________________________________________ 

Action Log 

Time Action 
Taken 

By Whom Notes 

    

    

    

    

Key Decisions Made 

 

External Agencies Contacted 

 

Communications Issued 

 

Review Notes 

 



Appendix 12: Post-Incident Review Template 

Critical Incident Review 
Incident: __________________________________________​
Date of Review: __________________________________________ 

1. What worked well? 

 

2. What difficulties arose? 

 

3. Were roles clear and workable? 

 

4. Was communication effective? 

 

5. Were vulnerable pupils and staff identified effectively? 

 

6. What changes are needed to policy or procedures? 

 

7. Actions arising 

Action Person Responsible Timeline 
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