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Overview

In line with our Lasallian ethos underpinned by our value system we will ensure that:

· Our duty of care to students and staff is fulfilled to the best of our ability and in line with statutory responsibilities as outlined in the DE Guidance – A Guide to Managing Critical Incidents in schools.

· Our practices reflect our belief in our Catholic, Lasallian community and are inspire by the Gospel values of care, respect, dignity, compassion, love and forgiveness.

· A safe and stable environment is provided for students and staff.

· The physical, emotional and spiritual wellbeing of the school community is safeguarded.
As a critical incident is likely to have a severe impact upon the school, both in the short term and long term, our aim is to ensure that the school strategies and procedures are in place to look after the physical, emotional and spiritual well-being of every member of the La Salle School Community.


In partnership with parents, guardians, staff, governors and students, De La Salle promotes excellence in learning and teaching with a Catholic Lasallian inclusive ethos.

Section 1 - RATIONALE 
A critical incident can be defined as a sudden, unexpected and tragic event or sequence of events which causes trauma and confusion within a school community and which overwhelms its normal coping mechanism. However, each crisis will come with its own level of risk to the school, individuals, staff and students.  A Critical Incident Policy will outline the procedures and practices to be closely followed in the event of such situations: this will require judgments about the level of risk, therefore it will be important to have a regular review of potential risks to the College and its community as part of this policy.
It may affect pupils, staff, parents and governors, may relate directly to the safety of the school community or may involve an incident beyond the school premises. 
As a critical incident is likely to have a severe impact upon the school, both in the short and long term, our aim is to ensure that school strategies and procedures are in place to protect the physical and emotional wellbeing of every member of the De La Salle College Community. Policies should make reference to the specific risks and requirements when hosting events at which members of the public are present which may be taking place during normal school hours or outside school hours.
The Critical Incident Policy and Plan cannot cover every aspect of recovery from a critical incident. 
Occurrences may arise which cannot be foreseen or considered. 
The critical incident may occur during the school day, during the evening, during the school holidays or on a school trip. 
It is important that the incident policy is easily understood and swings into action immediately. 
The following must be remembered in the policy: 
· that all members of the College community are aware of its existence and aware of the roles they may have to undertake, i.e. suitably worded guidance for students, notices in classrooms and other spaces (See Appendix 5)
· it is revisited on a regular basis to ensure fitness for purpose
· that it is followed as closely as possible; 
· that designated personnel understand their tasks and are competent to carry them out; 
· that other people do not take unilateral actions; 
· that consideration and sensitivity is shown by all; 
· that pupils, staff and parents are protected from press intrusion; 
· that normal routines be resumed as soon as possible; 
· there is a realisation that total recovery may take a long time. 
The Critical Incident Recovery Team (CIMT) has responsibility for ensuring that procedures are properly addressed at times of high emotion. If the incident involves legal action, a precise response to the incident should be known and is able to be verified by more than one person. 
Section 2: Aims of the Critical Incidents Policy 
1. To maintain a duty of care.
2. To minimise educational and administrative disruption within school. 
3. To enable normal working to be resumed in the shortest possible time. 
Objectives 
· To ensure that swift and appropriate action is taken in the case of the school being made aware that a critical incident has occurred.
· To ensure that the welfare of pupils and staff is paramount.
· To ensure that the school responds in a sensitive, consistent and effective manner which reduces confusion, panic and extreme emotion. 
· Create a positive open communicative climate. Where the varied needs of students and staff are shared.
· To have in place a Critical Incident Management Team, the membership of which is known to all relevant parties (see Appendix 1)*.
· To have in place a Critical Incident Management Plan, the details of which are familiar to all relevant parties (see Appendix 2)*.
· To maintain normality, as far as possible, in parts of the school which are not affected and to restore normality as soon as possible to the parts which are affected.
· To have immediate access to all relevant contact details (including outside agencies). 
· To offer sensitive, non-intrusive support in the short and medium term to all those affected directly or indirectly by the incident.
· Create a safe school environment where the physical, social, emotional and spiritual health of students and staff is prioritized.
· Establish positive working relationships and dialogue with outside agencies, to enable full and effective collaboration in the event of a critical incident.
· Promote active coping skills within the curriculum.


EXAMPLES OF CRITICAL INCIDENTS 
A critical incident is likely to involve death or serious injury to one or more members of the school community and, or, their families either at school, journeying to or from school, participating in a school related activity, at home or in some other context. 
e.g. In School: 
Sudden death of a student or member of staff.
· Disappearance of a student or member of staff.
· Death or injury of a student or staff member on a school outing.
· Severe injury to a student or staff member as a result of an accident.
· Serious assault on a student or staff member in school.
· Violent/disturbed intruder on school premised during school day.
· Serious damage to school building or property through fire, floor or vandalism.
· Civil disturbance in local community.
· Immediate evacuation of the school with no likelihood of return for a number of hours.
· Sudden death of a parent, sibling or family member.
· Disturbance during the examination period.
e.g. Out of School: 
· Deaths or injuries through accidents. 
· Suicide.
· Civil disturbance.
· Member of the school population with a contagious illness. 


Section 3 – Critical Incident Management Strategy 
Critical Incidents cannot be predicted and happen when least expected.  To ensure De La Salle is ready to respond and manage any Critical Incident we have agreed a Critical Incident Management Strategy, identified a Critical Incident Management Team and developed a Critical Incident Management Plan.
In the first instance, all critical incidents must be reported to the Principal or through the Principal’s Personal Assistant.  In the case of an accident where Emergency Services have to be contacted, this may have to be actioned first.


Section 3 A - GUIDELINES FOR MANAGING A CRITICAL INCIDENT 
· The Principal will take charge of the school’s response. (see Appendix 4)*
· In the case of the Principal being unavailable, the members of the Critical Incident Management Team (CIMT) will take charge. (see Appendix 1)
· The Principal’s office will be the central liaison point 
· The CIMT will assess immediate practical needs 
· The CIMT will contact next of kin of those directly involved if required 
· A short simple statement of facts will be prepared by the Principal (see Appendix 3) 
· All contacts from the media will be dealt with by the Principal 
· Secretarial staff taking incoming calls will use a statement agreed by the CIMT 
· When necessary, all members of staff will be informed and will be guided in relation to informing pupils 
· The CIMT will determine the involvement of parents if appropriate 
· Short and long term support will be offered to those affected 
· There will be an evaluation of the way in which the incident was managed 



Section 3 B - EXAMPLE OF AN INCIDENT THAT REQUIRES AN EMERGENCY RESPONSE:
· A member of staff becomes ill and an emergency pupil response is required.  (See Appendix 5)
· In the event of damage to the building structure, a mechanical or electrical systems breakdown (including fire, water, gas or heating), a vandalism attack or a break-in (See Appendix 6).  Please also refer to the Severe Weather Policy. 


Section 3 C – Safeguarding and Sacred Space 
In our Catholic School, the underlying foundation in the Critical Incident Management is the provision of a focus for reflection, prayer and healing.  Our St Jean De Baptiste School Oratory will provide a ‘space’ for formal and informal prayer and will be supported by our School Chaplain.  The Pastoral Support Centre will be led by the SENCO and the Vice Principal/Designated Teacher for Child Protection and will provide support for staff and students.
The Principal, Chaplain and Year Teams will support briefings and assemblies throughout the process.




SECTION 4 – THE CRITICAL INCIDENT MANAGEMENT PLAN
 
The CIMP aims to balance the twin objectives of: 

1. Effectively managing the incident 
2. Sensitively meeting the varied needs of all members of the school community 

The CIMP is divided into two sections:
 
Section 1: During the Incident
Section 2: After the Incident

CIMP - Section 4a: During the Incident 

The Principal will review the facts of the incident received so far, assess its significance for the school, and determine if it is a Critical Incident. If the incident is a confirmed Critical Incident the Principal will ensure that the following tasks are undertaken in Day 1:

Section 4b – Day 1 – Checklist
 
The CIMT will: 

	√
	Respond to any inevitable risk or threat e.g. evacuation or first aid 

	√
	Notify the emergency services, other relevant authorities and agreed

	√
	Parties (Key Personnel - Chair of BOG, CCMS, EA - Critical Incident Response Team, Independent Counselling Services for Schools)

	√
	Mobilise the CIMT

	√
	Agree the school routine for the day

	√
	inform staff

	√
	Establish a dedicated telephone line

	√
	Set-up recovery/designated room

	√
	Inform students and parents

	√
	Prepare/adapt a media statement

	√
	Assess initial impact of the critical incident on students and staff

	√
	Debrief staff (Appendix 4)



  


School Routine 

We will try to restore the normal school routine as soon as practicable. Doing so will allow us to maintain a sense of continuity and stability for the whole school community. There will be timetable flexibility if appropriate to allow students and staff to access support from the Critical Incident Response Team and external agencies.



Informing Staff 

A formal staff briefing (in person or online) or an email outside school hours will take place as soon as possible after the circumstances of the incident are known. During this briefing the Principal will: 

	√
	Give a brief statement of factual information

	√
	Outline the school’s response and proposed plan of action

	√
	Allow staff to ask questions and to get a response

	√
	Outline staff responsibility for monitoring student and staff welfare

	√
	Identify vulnerable staff and students who may be at risk

	√
	Clarify specific responsibilities for staff

	√
	Advise staff on procedure for dealing with media enquiries

	√
	Advise staff on agreed procedure for informing  students and parents

	√
	Inform staff of the support services that are available

	√
	Reassure staff that they and students will be supported

	√
	Advise staff of time/place of next briefing and debriefing session.




Staff will be kept updated on developments during the course of the day. This will be done during morning breaks and/or lunchtime using the staff room or through email if appropriate. Staff will also be debriefed at the end of Day 1.

Absent teachers will also be briefed on the situation by a member of the CIMT. 






Supporting Staff 

Staff play a key role in any Critical Incident. They will receive advice and support from the CIMT on an ongoing basis. As a school community we will support each other. For staff who may wish to avail of more formal support this can be accessed through a member of CIMT e.g. we will provide cover arrangements for staff that are temporarily unable to carry out their normal duties, arrange for staff to have time out if necessary and advise staff of external counselling support available to them. This is clearly signposted throughout the incident. 


Informing Students 

Students will be informed of a Critical Incident as soon as possible. Throughout the process: 

	√
	Every effort will be made to create a sense of calm

	√
	Students will be informed by familiar adults, their Form Tutor or Head of Year, where possible

	√
	They will be informed in tutor/class groups, in familiar classroom settings, where possible

	√
	Announcements will be made simultaneously, using an agreed script

	√
	All announcements will be brief, factual and truthful. The language used will be simple, straightforward and sincere. Announcements will be age appropriate

	√
	Teachers will be aware of vulnerable students in their groups when they are making the announcement

	√
	Teachers will receive advice as to how to break the news to students

	√
	The announcement will advise students of the support arrangements in place and how they can access this support

	√
	Absent students will be informed of the situation by their Head of Year (Appendix 5 and 6) 



 





Supporting Students

	√
	Time will be made available for students to discuss their feelings and to ask questions after the initial announcement is made

	√
	This time will be with familiar adults, the student’s Form Tutor or Head of Year

	√
	Students will be carefully monitored while in class, corridors and on school grounds to ensure they are supported at all times

	√
	The Learning Support Centre will be the designated area for students should they wish to come out of class to talk about their feelings to someone.

	√
	Key members of our Pastoral Care Team, the Critical Incident Support Team, and Counsellors from the Independent Counselling Service for Schools will be based there throughout the Critical Incident. They will provide advice and support to all students who require it. (Appendix 7) 



 
We recognise that a Critical Incident may act as a trigger for an extreme response among some of our most vulnerable students, even though they may not be directly involved in the incident.

Particularly vulnerable students include: 

	√
	Close friends and relatives of those affected

	√
	Students with a history of self-harm or suicidal ideation 

	√
	Students who have experienced recent bereavement or separation

	√
	Students with mental health difficulties 

	√
	Students with a history of substance abuse 

	√
	Students with child protection needs

	√
	Students with learning, communication or sensory difficulties

	√
	Non-communicative students who have difficulty talking about their feelings

	√
	Students experiencing serious family difficulties including mental/physical Illness




These high risk students will be monitored particularly carefully in this period. They will receive frequent reminders of the support available to them.


Informing Parents 

Parents of students directly involved will be telephoned or visited by the Principal/member of the CIMT. Other parents will be informed of the Critical Incident by letter. This letter will give the facts of the critical incident. If a Critical Incident requires all parents to be contacted as a matter of urgency, they will be contacted using our text messaging service. (Appendix 8)

Supporting Parents
 
Parents will also be given practical and constructive suggestions as to how to support their child through the Critical Incident. Parents will be advised how to access support both within the school and externally. (Appendix 9) 


Student Death 

If the death of a student has occurred, the Principal/ member of the CIMT will make contact with the student’s parents as soon as possible to express sympathy, liaise over messages of condolence from staff/students and to provide support.

Death of a member of Staff 

If the death of a member of staff has occurred, the Principal/member of the CIMT will make contact with the family as soon as possible to express sympathy, liaise over messages of condolence from staff/students and to provide support. 

Informing and Managing the Media

The Principal will liaise with the media and will be the “one spokesperson” on the incident. The Principal will be supported in her dealings with the media by the CIMT, CCMS Communications Officers and the BELB - Critical Incident Response Team (Appendix 10).






Please note: 

	√
	Administrative staff taking incoming calls from the media will use a prepared statement agreed by the Principal and the CIMT if appropriate.

	√
	No other staff members will be permitted to make comment on the incident.

	√
	Students and parents will be discouraged from speaking to the media and/or communicating through social media. 

	√
	To safeguard the school community, the media will not be permitted on to school property without the prior approval of the Principal. 

	√
	Students, parents and staff will be encouraged to use their discretion when commenting about the incident on social networking sites. 



Section 4c - Day 2 Checklist 

We will:

	√
	Brief staff about the practical arrangements for the day, and inform them of support arrangements in place for students and themselves.

	√
	Provide students with further information, if appropriate.

	√
	Provide students with care and support, signpost them to internal and external support.

	√
	Attempt to re-establish or maintain routine and predictability among the school community.

	√
	Provide parents with further information, if appropriate.

	√
	Debrief staff, provide them with information about ongoing practical arrangements, support for students and themselves, remind them of the need for self-care.

	√
	Plan for memorials, services and ceremonies (CIMT).

	
	



 







SECTION 5 - AFTER THE INCIDENT 

The key aim of the work carried out in any school during the weeks, months and sometimes years following a Critical Incident is to help the immediate and broader school community cope with and recover from the critical incident.

Section 5a - Ongoing support for students 

Staff will: 

	√
	Re-establish normal routine and structures.

	√
	Provide continuity for students.

	√
	Support students.

	√
	Monitor students’ emotional wellbeing and watch out for signs of distress.

	√
	Refer individual students who appear to be experiencing difficulties to internal or external support.

	√
	Facilitate individual students positive return to school, (adhere to individual support plans, where applicable).

	√
	Mark significant dates such as anniversaries appropriately.




Section 5b - Ongoing support for staff 

The CIMT will: 

	√
	Promote self-care.

	√
	Be alert to staff needs.

	√
	Ensure that teaching and non-teaching staff are directed to sources of support if required.

	
	











Section 5c - Ongoing support for parents
 
The family of a student who has died will receive ongoing support after the tragic death of their child. We will respect parents’ wishes at all times and agree with parents a way forward in terms of: 

	√
	The return of personal belongings and/or school work.

	√
	The management of public examination results and the return of coursework.

	√
	What to do when events arise that would have.

	√
	Involved the deceased student, for example, award    ceremonies.

	√
	The organisation of memorials and commemorations.

	√
	The marking of significant dates such as anniversaries.

	√
	The management of personnel records.





SECTION 6 - REVIEW OF THE CRITICAL INCIDENT MANAGEMENT PLAN 

The CIMT will review their management of the Critical Incident, 6 weeks after it. They will: 

	√
	Review actions taken.

	√
	Identify what went well, was helpful/effective.

	√
	Identify what did not go well, was unhelpful/ineffective.

	√
	What gaps there were.

	√
	What was learned.



The Critical Incident Policy will be revised then based on experience. 

Ongoing Monitoring and Evaluating Procedures 
The Critical Incident Policy will be reviewed termly and annually by the CIMT. An overview of the Critical Incident(s) will be reported to the Board of Governors on an on-going basis. 

PLEASE NOTE ALL APPENDICES NAMED WITHIN THIS POLICY ARE WITHIN THE DE GUIDE MANAGING CRITICAL INCIDENTS IN SCHOOLS.


Appendix 1: SECTION 3D MEMBERS OF THE CRITICAL INCIDENT MANAGEMENT TEAM (CIMT)
[image: ]
CIMT
Claire White (Principal) 
Michaella McAllister (Vice Principal)
Patrick McEvoy (Vice Principal)
Kristina Greene Designated Teacher for Child Protection)
Shane O’Neill (Head of Key Stage 5 & DDT)
Mairead Healy (Head of Key Stage 3 & DDT)
Sara Hanna (Head of Key Stage 4)
John Stitt (DDT for Key Stage 4)
Orla Rodgers (Head of Learning Support & DDT)
Christine Doherty (Principal’s PA)
Maureen Fallon (Bursar)

Contacts List:
Caretaker/ Key holders: 
Danny 
Carol Walsh
Ciara Boyd

Chair BOG: Tony McCusker
CCMS
Education Authority Press Officer, John Martin
Education Authority Critical Incident Team, Sheila Gamble – 0837512515, 
Jim Weir 07385414736
EA Health and Wellbeing Helpline – 02890418023
EA Health and Wellbeing Hub for staff support – 02837512515, Aoife O’Neill 02837512575
Local Police Station
Ballyowen Health Centre
Family Works Supervisor, (Norman Foote), FW Counsellor (Aine Fitzpatrick)
Education Psychology, Danielle Fleck

Social Services Gateway Team: 90507000. Out of hours Services: 95049999
Please Note – The Principal will co-ordinate the school’s response to any Critical Incident.  In her absence the CIMT will take charge.  The Principal will allocate roles to the CIMT (refer Appendix 1)
Other members of staff may be co-opted members of the CIMT as and when required. One/two members of staff may be asked to take responsibility for the normal running of the school whilst the CIMT is engaged in dealing with an incident.
In the event of an emergency, contact the Principal, Mrs Claire White, who will contact the CIMT.

APPENDIX 2 
Appendix 2: CRITICAL INCIDENT MANAGEMENT PLAN 
In the Event of a Critical Incident: 
Initial Response 
· The Principal should be contacted first (if not available then one of the Vice Principals) 
· The Principal (or Vice Principal) should seek to clarify from relevant sources the nature and circumstances of the incident 
· The CIMT will meet at the earliest opportunity and agree on procedures for managing the critical incident (See Appendix 4) 
· If the incident is on site, health and safety measures will be put in place and the emergency services contacted 

Longer Term Issues 
· School structures and routines will be re-established 
· Supportive strategies for pupils and staff will be implemented 
· There will be ongoing contact with parents 
· Actions taken will be reviewed and policies amended if appropriate
· The PSE and pastoral programmes will be reviewed 
· Staff will be mindful of anniversaries and other special dates 
The use of appropriate outside agencies is crucial to providing long term support as is the use of appropriately trained members of staff who are known to those in need of help. 
Preventative Strategies 
· Regular review of relevant policies e.g. Child Protection, Health and Safety 
· First Aid training 
· Fire Drills 
· PSE Programme and Preventative Curriculum
· Access to Counselling 
All members of the Critical Incident Management Team must: 
· Have a copy of the Critical Incident Policy at home and at school 
· Be aware of the roles of each part of the plan to enable the school to react swiftly and accordingly 
· Have contact numbers of each other for 24 hour contact
· In the event of a school trip /visit, have access to a list of names for staff and pupils.
· Will have a register of emergency services and relevant outside agencies 
Relevant members of the secretarial staff will have a register of emergency services and relevant outside agencies. 
Emergency evacuation drills are familiar to all members of the school community and practiced regularly.  
Opportunities to explore sensitive issues such as tragedy and death will be built into the PSE, pastoral programmes and preventative curriculum. 
Critical Incident Central Point
The Principal’s Office will be the Central Information Point during any Critical Incident.  The Principal’s direct line will be the dedicated phone line throughout the Critical Incident.  In the case of staff reporting incidents such as an accident on a school trip, the extension number for the Principal is 2000 and the Principal’s PA is 2114.
In the event of an issue arising outside school hours where access is not convenient to the school building the CIMT will meet in the Glenaulin House, 141 Glen Road, Belfast, BT11 8BP.



Critical Incidents Contacts List
In responding to any Critical Incident the CIMT will enlist the support of key personnel identified in the Critical Incidents Contacts List.  This contact list will be reviewed termly and all members of the CIMT will keep a copy of this contact list at home.  In a Critical Incident, the Critical Incident Response Team (EA) together with the Independent Counselling Services for Schools will be contacted immediately. The CIMT’s response will be dictated by an agreed Critical Incident Management Plan. 

APPENDIX 3 SAMPLE ANNOUNCEMENTS 
After a known fatality... 
We are taking this time to think about ......................................................, a Year 12 who died last night in a road traffic accident. ............................................. was travelling with her family to .......................................... We do not know any details about the accident at this time except that the rest of the family is safe and no one is injured seriously.

...................................’s funeral is being held at .............................. on .................................... A funeral is a special time to remember a person who has died. The school
will let your families know about the specific time and address of the
funeral in a written note which will be sent home tomorrow.

Let’s take a moment of silence to think of ................................................, to remember all the good things about her, and to say goodbye. In our silence we will
express our loving thoughts. 
After a suspected suicide... 
A tragedy has happened. ................................................, a Year 8 pupil, has died suddenly. Details of ........................................’s premature death will not be released to protect the privacy of family members. You will be given information about funeral arrangements as soon as possible. 
This kind of tragic news is hard to accept. You may experience many
feelings within the next few days. Everyone deals with loss differently. It is important to respect the way others grieve. Counsellors are available in ................................. Feel free to arrange to go and talk to the counsellors. They want to listen to your feelings and concerns. 




Sample Press Release 1 
Date
School grieves sudden death of pupil 
As reported by the PSNI, a pupil at ............................................................. College died tragically on ............................... The circumstances of .......................................’s death are not known at this time and an investigation is currently ongoing.
This is a tragic loss to ........................................’s family and to our school community. To assist in supporting our staff and pupils through this time of grief, additional trained staff from ……     Critical Incident Response Team have been assigned to the College to provide support. A letter has been sent by the College to parents, informing them of this incident and providing information on the support services available through the school. 
A special assembly to remember ....................................... has been arranged for .......................................................
Contact: ................................. Principal, ....................................... School at ............................................................... 
......................................................................... 
PRO FORMA LETTER (for parents) 
With great regret, we have learnt of the death/deaths of ................................ and we extend our deepest sympathy to the family circle. 
PREPARED STATEMENT FOR MEDIA 
We are sorry to learn of the tragic.....................................of ............................................................................................................ We hope at this time the school would be given the privacy needed to support our pupils at this difficult time, etc
NB: If the Principal wishes to comment about the pupil, they may want to gain permission from the family to include: 
Sporting achievements 
Musical talents 
Academic success 
Personal attributes 

SAMPLE LETTER TO ALL PARENTS 
Date: 
Dear Parent/ Carer
It is with great sadness that I have to tell you of the sudden death of NAME, (a pupil in Year ........../ a Year ........... Teacher/ Learning Support Assistant, etc). The children were told this morning by their class teacher/ Principal at assembly.
NAME…. died of (an asthma attack, meningitis etc) and the children have been assured 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 love and support from you in the days ahead. This does not mean that anything is wrong with him/ her. It only means that this traumatic event has been too powerful for him/ her to deal with on his/ her own. He/ she may be feeling anxious. Take time to listen to your child and try to provide a predictable routine for him/ her at home. Avoid too many absences to start with.
We have enclosed an information leaflet for you which may be useful at this time.
Trained staff from the …….. 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 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 children’s sake, to keep the school environment as normal as possible. Our thoughts are with NAME’s family at this tragic time and the school community sends them sincerest sympathy and support.
NAME’s funeral is on DAY/ DATE at TIME am/pm at (………….). We are in touch with the family regarding their wishes for the school’s representation at the Service. 






APPENDIX 4 
Procedures for Critical Incident Management - Key Roles Principal and / a Vice Principal 

	●
	Seeks clarification.

	●
	Calls emergency services if appropriate.

	●
	Summons the CIMT to inform of incident.

	●
	Prepares relevant statements/letters for the media, parents, pupils and of office staff.

	●
	Contacts St Genevieve’s High School.



Vice Principal(s) 
	●
	Contacts external agencies - CCMS / Social Services /PSNI/ EA Belfast as appropriate.

	●
	Contacts relevant parents.

	●
	Supports the physical and emotional wellbeing of pupils.

	●
	Arranges staff line if necessary & appropriate.

	●
	Arranges staff cover if necessary & appropriate.

	●
	Ensure health and safety measures are in place.

	●
	Manages the daily arrangements of the school, website/texts to parents/ school information.












APPENDIX 5 - Emergency Protocol Flowchart for Pupils
EMERGENCY PROCEDURE



EMERGENCY
1. [image: Description: Image result for person collapsed clipart]If your teacher suddenly                    becomes ill… 

[image: Description: Related image]	

1. The two boys closest to the door 



[image: Description: Image result for two pupils speaking to teacher clipart]
1. Go immediately and tell the                            teacher in the next room 

[image: Description: Image result for school office sign clipart]

1. Then go to the school office                    and report this 
THANK YOU


APPENDIX 6: Emergency Procedure from EA

The EA Belfast Region Response Maintenance Helpdesk operates from 8.45am to 4.45pm Monday – Friday.  The contact numbers for the Helpdesk are:
028 9050 7508
028 9050 7509

Use the following procedure for out of normal working hours 
(4.45pm – 8.45am)

In the event of damage to the building structure, a mechanical or electrical systems breakdown (including fire, water, gas or heating), a vandalism attack or a break-in, contact the following emergency call out mobile numbers

	
BUILDING
	
Mobile: 07739 882435

	
	

	MECHANICAL
	Mobile: 07739 882436

	
	

	ELECTRICAL
	Mobile: 07739 882454

	
	

	GROUNDS
	Mobile: 07739 882437

	
	

	HEALTH & SAFETY/ SECURITY
	Mobile: 07772 091802



· Emergency cover is arranged on a rota basis.  The officer covering each discipline will vary but someone will be available at all times.

· If there is any problem with any of the above numbers, a message can be left with the following board officers

Senior Maintenance Office (M&E) Mr J. Campbell	Tel: 07764 512541
Senior Maintenance Office (B&G) Mr D. Burgess      Tel: 07764 512545
Estate Planning & Development Manager Mr M. Batchelor 	 
Tel: 07739 916384
[image: ]Head of Infrastructure & Procurement Mrs C. Burnett Tel: 07772 398188
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