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PREAMBLE

DEFINITION – CRITICAL INCIDENT
A ‘critical incident’ is an event that causes individuals to experience a strong emotional reaction that interferes with usual coping skills. The event has a level of trauma that is beyond the normal ‘living’ experiences of those affected. A quote often used to describe such situations is: ‘A normal person in an abnormal situation, which causes strong emotional reaction.’

The stress resulting from such an experience may cause emotional, physical, behavioural and cognitive changes evident either at the time of the incident or later. The impact of a critical incident may affect any member of the school community, not only those most directly involved.

The Impact Pyramid (The victim count only represents the tip of the iceberg)

· Individual victims

· Family, close friends and social networks

· School staff, regional support staff, mental health and medical care providers, their families and social networks

· Vulnerable populations and impacted services and businesses

· Ordinary people and their communities

THE PSYCHOLOGICAL COMPONENT OF CRITICAL INCIDENTS: WHY IT MATTERS AND HOW TO PLAN FOR IT
If handled properly, a critical incident can make a school community stronger in the long-term. If not, it can tear the school community apart. In times of crisis, direction from professionals coupled with a trained, compassionate staff will go far to contain the emotional disruption attending a traumatic event such as the injury or death of a student, recovery from a car accident, fire or other similar crises. 

A critical incident in a school affects every student, teacher, staff member and parent. Some people are more emotionally affected than others, but no-one involved should be ignored. Those involved might be divided into the following categories:

· Students who were injured

· Students who witnessed injury or death

· Students who witnessed any part of the incident or violence

· Students whose friends or family were injured or killed
· Students whose friends perpetrated the incident or violent acts

· All students at the school

· Teachers and staff in the same scenarios

· Parents (of injured students, of murdered students, of any students)

· Students at other schools who have heard of the critical incident or violence

· Teachers, staff and parents at any school

Critical incidents affecting a school community include not only those crises that occur during the school day and on school property. Incidents that occur on school property after hours or away from school property, such as on a field trip or at sporting event, may also require immediate response from school authorities. 
Critical incident response protocols cover many different types of crisis situations, for example:

· Weapon

· Serious injury, assault or murder

· Intruder – during or after hours

· Contagious diseases

· Kidnapping or hostage taking
· Suicide or sudden death

· Acute illness emergency

· Long-term illness resulting in death

· Bus or other vehicle accident

· Child abuse in the school

· Bomb threat

· Natural disaster (utility failure, flood, fire, storm, earthquake)

· National or international crisis

Response Plan

THE SCHOOL CRITICAL INCIDENT RESPONSE TEAM

The school will establish a team to handle the critical incident response. Members of the team will be chosen based on their leadership roles in the school or their personal qualities, which make them an asset in a crisis. These individuals must be willing and able to assist the school administration in carrying out the critical incident plan. Membership of a School Critical Incident Response Team may include the following:

· Principal and Associate Principals
· Wellbeing Team Leader
· House Leaders or other key leaders

· Other staff (Multicultural/Koorie worker, clerical staff, etc.)

IDENTIFICATION OF CRISIS CENTRE 
If the scope of the event is large enough, one room will be set up as a general headquarters and information centre. The room should be staffed at all times during the day after the critical incident to relay information and direct people to the Principal, SEIL, Wellbeing Team Leader, school nurse, psychologist, social worker, crisis response team as appropriate.
IDENTIFICATION OF COUNSELLING ROOMS
Additionally, rooms for individual and small group counselling, or for students to go but not be alone, will be set aside and clearly identified and publicised the day of/after the incident. Each room will be staffed by a school counselling staff. One of these rooms, though informally supervised by staff, may be designated as a quiet room where a student can go to be alone.
IDENTIFICATION OF STAFF DROP-IN CENTRE
A room will be set aside for distressed staff members to go to for counselling or quiet time. This room will be informally supervised by staff.
IDENTIFICATION OF FAMILY LIAISON PERSON
The School Incident Crisis Response Team should designate a representative, usually Principal, to initiate immediate and appropriate contact with the family of the dead student or staff member to:

· express the empathy and concern of the school

· answer parents’ questions regarding school plans

· ascertain family wishes and plans regarding the funeral, wake and memorials

· discretely obtain information about the death and the circumstances surrounding it
· ensure accuracy and gain permission for any information to be shared with school personnel or with the community
· offer help to the family including emotional support and contact with appropriate community resources, or more practical assistance like driving, food, babysitting, or talking with siblings
The family liaison person should be educated about helpful and unhelpful responses to grieving people, be sensitive to family privacy, and use good judgment about maintaining some contact with the family during the weeks ahead. The role of the student support staff is to assist the family liaison person in dealing with emotional issues that may arise. A different family liason person may be designated for each crisis, based on the person’s relationship to the deceased individual or his/her family.

IDENTIFICATION OF MEDIA LIAISON PERSON
The Principal or Principal nominee will be designated to handle all contact with newspaper, television or radio reporters and attempt to shield school personnel from media intrusion. This person should be in contact with the DET Media Unit. 
Media personnel should not be allowed into a school or on school grounds without permission of the Principal. All school students and staff will be firmly instructed to refer any phone or personal contact, whether in school or at home, to the media liaison person. They will receive instructions on what information to release from the crisis response team. If necessary, press releases should be made available to the media. In general though, the less publicity the incident receives, the better. Publicity usually hurts those closest to the person who died.
IDENTIFICATION AND CONTACT WITH AT-RISK AND VULNERABLE INDIVIDUALS (STAFF OR STUDENTS)
The school should make an intense effort to identify two kinds of at-risk individuals:

· boyfriends, girlfriends, and close friends of the dead staff member or student

· students or staff who, though perhaps not close to the student who died, are known to be very depressed, under great stress, or readily set off for other reasons

Children or adults who have a close relationship with a person who dies suddenly become vulnerable and are often in need of support. Staff or students who have recently suffered a personal loss may be strongly affected by a death or other crisis affecting the school. Children who have emotional or behavioural disorders are particularly sensitive to the turmoil of emotions and changes in routine that take place following a critical incident. School protocols for managing a crisis should include plans to deal with the needs of such individuals at risk.

Young people may feel isolated and alone with their pain after a loss or tragedy. The school must respond with support to assure students that they are not alone, that their feelings and responses are normal, and that help is available. 
Some students are more vulnerable following exposure to a critical incident because of their circumstances. Students with special needs, students from minority cultural backgrounds, students who have English as a second language, and students on visas who may lack parental guidance while residing in Victoria, are just a few cases of students who may warrant extra attention. For example, students with behaviour disorders and frequently accompanying low self-esteem may react disproportionately to a crisis or trauma, even if the event does not directly affect them. Students who have difficulties such as poor communication skills or intellectual disabilities may need additional support to understand and deal with the incident. Some students are disturbed by changes in their normal routine and the response to a critical incident may further disturb their coping ability.

Some students are more susceptible to depression, self-destructive behaviours, and at greater risk for suicide. This may be due, in part, to the fact that they have difficulty understanding and expressing their feelings or because they suffer from feelings of isolation. Students who are already at risk for suicide, especially those who have made previous suicide attempts, will be at an increased risk in the aftermath of a crisis, particularly if the critical incident is a student suicide. Appropriate plans and responses will decrease the likelihood of imitation, sometimes referred to as ‘copy cat suicides'. Staff and students who are close to a person who commits suicide will usually feel both anger and guilt that they were unable to prevent the death. They may require reassurance and assistance in understanding their own feelings, as well as help with finding counselling.
The critical incident team will take particular care in planning support for these at-risk students. Parents may need to be involved in planning for some children, for example, the plan might include a student being removed temporarily from the school environment. Whenever possible, however, the team should implement school-based interventions for most students.
Cultural Diversity

Given the diversity that exists in Dandenong High School and the community, we need to consider developing plans whose strategies are flexible to meet this diversity. These strategies will need to be appropriate for individuals and groups who may respond differently than staff would expect from their own cultural perspective. 
· Individuals and groups from diverse cultural backgrounds may respond differently to stress situations

· Services employed to respond to a critical incident may need to go outside the school or region to community support staff who possess additional language skills

· Beliefs around concepts of religions, death, and the grieving process differ amongst cultures
Staff Needs
School staff (including the Wellbeing Team, psychologists, social worker and nurses), may be surprised at their own response to tragedy in the school community. Staff who are close to the deceased or directly affected by the traumatic event may require extra support to carry out their roles in the school plan. Some may experience anxiety or sadness that seem out of proportion to their relationship to the person involved in the critical incident. All staff should be kept well informed and given an opportunity to discuss their own feelings. The nature of the critical incident and the level of personal involvement in helping students to cope may bring up issues in their own lives that require counselling support.
Because critical incidents can be traumatic, the normal coping mechanisms of even experienced teachers and other staff members can break down. Adults can feel severe distress symptoms, which make it difficult for them to work effectively. Staff may need help in dealing with this stress. Even if they believe that they are coping well with the crisis, staff may feel symptoms of stress such as fatigue, upset stomach, headaches, chest pains, poor concentration, numbing, a feeling of being overwhelmed, or other reactions.

The school plans for critical incident management should include plans for providing stress debriefing for staff. Even if staff or administrators do not initially see the need for stress debriefing, research indicates that employees who have experienced traumatic events view this process as crucial for the wellbeing of the staff. The Department has Critical Incident Stress Management (CISM) services for staff available through the Emergency and Security Management Unit.
IDENTIFICATION OF CRITICAL INCIDENT SUPPORT

The regional response team contact or the manager of emergency management are trained in crisis response work and should be able to provide these critical incident support functions. Staff members may know the student who has died, and be personally affected by the death, making it difficult for them to operate within their role. The role of the regional response team should be to assist with or review the post-vention plan with the crisis response team, address the emergency staff meeting, generally be available for intervention or feedback during post-vention and to support school staff during the crisis.

COUNSELLING DROP-IN CENTRES
Setting up a temporary drop-in counselling centre following a critical incident is an effective way to support students, particularly those considered high risk. All available school counsellors, with possible support from available community counsellors and selected members of the school team, can staff the drop-in centre. The duration of this service will depend upon the nature and impact of the incident. 
Guidelines
1. Provide a drop-in counselling centre all day the first day that news of a critical incident such as a sudden death is disseminated

2. Ensure that more then one counsellor is in the centre at all times. Other staff should be available for relief purposes. Counselling in the centre may be with individuals or small groups.
3. Staff who provide counselling in the centre should organise themselves to maintain continuity in spite of the drop-in process, so that adults may consult with each other about identifying high-risk students as well as for general support and help.

Suggestions for Staff

· Accept all responses from students and permit them to express their reactions in a way that is individually appropriate.

· Let the students express feelings about other personal losses such as deaths in their families or other traumatic events. A critical incident may bring up painful memories or unresolved emotions from the past.

· Listen to the students express their feelings without making judgments. Be empathetic and encourage them to discuss how they are feeling.

· Be genuine. Do not try to convince students their feelings are being understood. Say ‘I want to understand your feelings. Please tell me some more so that I can try to understand where you are coming from’.
· Discuss the facts and the critical incident and discourage rumours. Ensure that confidential information is not revealed in discussions in the counselling centre.

· If the incident was a suicide or if the students mention suicide in response to another type of traumatic event, reinforce that suicide is always an unwise decision, without moralising. Focus suggestions on other options for dealing with serious problems.

· Provide opportunities for students to discuss feelings of guilt related to the tragedy. They may need reassurance that they are not responsible.

· Help students who may become fearful for their own safety and that of family members or peers. Remember that critical incidents can spark disclosure of child abuse or other ways that students are at risk.

· Carefully monitor each student’s response to counselling. If Education Support staff feel overwhelmed by the intensity of the response, they should seek immediate assistance from the other staff.
· Be vigilant to any expression of suicidal thoughts. Remember that a well thought-out plan to commit suicide is a significant danger sign, which should signal immediate action for staff and/or family. Seek immediate assistance, and do not leave the student alone until it is found.

CRITICAL INCIDENT RESPONSE

ACTION PLAN
An effective and total response requires the development of an emergency management plan which will facilitate:

· The best response at a time of emotional turmoil

· A sense of responsibility and control over situations which might arise

· Recovery under difficult circumstances

· Return to regular routine

· A sense of cohesiveness within the school community

· A demonstration of caring and support at a time of need
Step 1
Principal is informed about potential emergency situation/critical incident.

Leadership Team Meet to discuss incident and identify facts.

Leadership team decide that an emergency response is required.

Critical Incident Response Team is established.
Office of Emergency Management contacted. 

Response planned with reference to ‘Managing School Emergencies’ - Department of Education Victoria

Step 2
Critical Incident Response Team meet:

Principal
Associate Principals
Appropriate House Leader/s
Wellbeing Team members – Wellbeing Team Leader and Wellbeing Team Manager
Other staff when required i.e.: Guidance Officers, Koori educator 
Step 3
Action:
Refer to recovery management checklists
Decide how staff and school community is to be informed about incident.
Tasks and Roles assigned. 
· Communication tree enacted (this may involve staff meetings)
· Identification of crisis centre if required
· Identify Family Liason person
· Student Counselling room staffed
· Staff drop in room staffed
· Identify student/staff at risk/vulnerable
· Identify media liason person

· Identify cultural diversity person identified
· Nominate emergency record message person
· Identify Debriefer
Step 4
At the end of the day Critical Incident Response Team meets to discuss events of the day, debrief, evaluate response and review need for following day’s response.

· Determine and arrange for necessary follow-up contacts

· Decide who will attend funeral/memorial services

· Discuss ongoing needs of the family

Phone numbers of Principal Class and Wellbeing Staff
	Name
	Mobile

	Principal Class

· Susan Ogden
	0407 489 119

	· Katie Watmough
	0421 602 274

	· Mark Dewar
	0418 269 662

	· Kelly Krieg
	0405 582 462

	· Kellie Mason
	0411 441 124

	· Meredith O’Bree
	0421 379 649

	· Evelyne Katsoulis
	0423 828 778

	· Michael Ferguson
	0419 137 703

	· Vicky Argyropoulos 
	0418 388 151

	· Andrea Bellgrove
	0437 220 720

	
	

	Wellbeing Staff

· David Ogden – Wellbeing Team Leader
	0402 014 795

	· Alexandra Lonsdale – Wellbeing Team Manager
	0412 606 848

	· Sheldon Rouse – Wellbeing Team Officer
	0411 327 701

	· Cindy Leong - Wellbeing Team Officer
	0421 087 920

	· Siobhan Murphy - Wellbeing Team Officer
	0402 303 248

	
	

	Daily Organiser

· George Katsoulis
	0431 706 068


	SEVR Senior Education Improvement Leader
· Ken Robinson
	0439 314 225
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DANDENONG HIGH SCHOOL 

Recovery Management – Checklists

The following checklists contain a range of prompts to consider during an emergency.

· Initial emergency record – Document A

· Emergency message record – Document C

· Emergency Services – telephone contact list – Document B

· Immediate Task Checklist – Document D

· Setting up a recovery room – Document E

· School personal telephone list

DOCUMENT A
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Initial Emergency Record

	Date:
	

	Time of notification:
	

	Name of person taking the call:
	

	Position:
	

	Name of person reporting the incident:
	

	Contact telephone number:
	


DETAILS [describe the incident in as much detail as possible describing who was involved, how, where and when it occurred, who is injured, nature and extent of injuries, where is everyone now, what action is being taken to help]

















Immediate Actions Required

	Principal notified
	YES/NO
	Time:

	Other school staff
	YES/NO
	Time:


	Emergency services notified

 [which services, record names of officers, stations, telephone contacts}
	YES/NO
	Time:

	
	
	

	
	
	


	Other school staff
	YES/NO
	Time:


	Emergency & Security Management Branch notified by telephone on {03} 9589 6266
	YES/NO
	Time:


DOCUMENT B
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Emergency Services Telephone Contact List

	City of Greater Dandenong
	9239 5100

	Dandenong Fire Station
	9791 7611

	Dandenong Hospital
	9554 1000

	Dandenong Police Station
	9767 7444

	DET – Emergency & Security Management Branch
	9589 6266

	Southern Eastern Regional Office
	1300 338 738

	Incident Management and Support Unit
	1800 126 126

	Department of Human Services Child Protection
	1300 555 526

	Emergency Ambulance
	000

	Emergency Fire
	000

	Emergency Police
	000

	Essential Services:

· Electricity – Red Energy
· Gas - AGL
	132 099

	Victorian Interpreting and Translation Service
	9280 1941

	South Eastern Region Migrant Resource Centre
	97671900


DOCUMENT C
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DANDENONG HIGH SCHOOL 

All phone contacts must be recorded on the central register. The central register is the 

responsibility of _______________________________________________

Emergency message record

	Time:
	
	Message from:

	Action required
	
	

	

	Completed 
	
	

	





Message taken by:


	Time:
	
	Message from:

	Action required
	
	

	

	Completed 
	
	

	





Message taken by:


	Time:
	
	Message from:

	Action required
	
	

	

	Completed 
	
	

	





Message taken by:


Document D
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Immediate Tasks Checklist 


Notify the Emergency & Security Management Branch by telephone on {03} 9589 6266. This will ensure that the regional office is notified and that psychologists, guidance officers and social workers are notified.


notify the emergency services using their emergency numbers


ensure that staff and students are safe from injury or harm


record details on the Initial Emergency Record [A] and Emergency Message Record forms [C]


establish a school Critical Incident Response Team to coordinate the response


allocate responsibilities to individual staff


allocate responsibility for evacuation and assembly of staff and students


allocate responsibility for management of information including telephone calls


allocate responsibility for coordinating media requests for information


allocate responsibility for provision of information for parents who arrive at the school


coordinate routine school activities including the teaching program


notify teachers and ancillalry staff about the emergency


notify parents of students first, the brothers and sisters in the school


establish a recovery room for affected students and a waiting room for parents [E]


inform students within the school

staffing of the recovery room


actively seek information from the Department of Education, Employment and Training, police, hospital or elsewhere


inform School Council President

inform the school community via letter or newsletter


monitor school community reactions and support those in care-giving roles


liaise with outside agencies, including the emergency services


set aside time to brief key personnel and to review responses

Things to Consider


Absent staff/ part time staff/ visiting teachers


Absent students



Staff who have taught student previously



Staff who teach siblings or relatives


Method of ensuring students are in class or are supervised. Sweep of the outside areas



Supporting staff after announcement/ Inform OH&S rep


Identify students at risk



Identify students who react badly to announcement



Office staff – support



Central contact register



Brief CRT staff
Attendance guidelines – funeral/visits hospital

Document E
[image: image7.png]



DANDENONG HIGH SCHOOL 

Setting up a recovery room

· Designate a room where people know they can quickly locate support staff

· Supervise the recovery room and to support those who are very distressed

· Monitor students for shock reactions and have someone available to provide first aid if required

· Set up a student recovery room well away from classrooms, or several rooms during a large incident

close to toilets and with comfortable chairs and tissues 

· Provide a separate recovery room for staff

· Allow distressed staff members and students reasonable access to the room

· Ensure that several adults are available to monitor and assist students during a large or complex incident where a large number of students may be affected

· Set aside a room for parents with tea and coffee making facilities, which is separate from students to avoid having them congregate around the school

· Encourage students to gather in smaller friendship groups rather than larger groups

· Keep a list of students who are attending the recovery room

· Give students a task to undertake such as making a card or writing a letter to the injured person as soon as practicable
· Contact parents of students who remain in the recovery room and alert them about possible concerns.

Dandenong High School

Wellbeing Team Adjunct

Critical Incident Response Plan

Step 1

Wellbeing Team attend ‘Critical Incident Response Team’ Meeting
Step 2

Response members discuss incident with the rest of the team.
Roles assigned:

Primary response- Staffing of ‘student counselling room’, staffing of ‘staff drop in centre’, check on vulnerable members of school community

Other tasks as required


Consultation/Debrief/Maintain regular tasks


Things to consider:

1.  grieving process –developmental stages handout
2.  differences in grieving process

3.  therapeutic activities but stress importance of maintaining structure
Response planned with reference to ‘Managing School Emergencies’ – Department of Education Victoria

Step 3

Post vention

Wellbeing team members involved in responding to an emergency will be available for evaluating the response provided.

Wellbeing team members and other school staff will, if required, receive formal debriefing from district guidance officers or from Office of Emergency Management contracted professionals.

Step 4
Follow up to monitor the recovery and to evaluate the response of the team.
Follow up with any issues in the school community that have arisen or been identified as a result of the critical incident, e.g. serious social issues.

School reports incident





School principal


Or


Designated officer





↓





↓





Critical Response Team


Meeting at School





Response Plan Developed





Staff meeting





Implement plan





End of Day Staff meeting


With all staff including


CRTs, office staff etc.





Principal class and


Response team meeting


Review and evaluation





Ongoing Follow up





Evaluation and Response


Team operational debrief
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  Critical Incident Flow Chart
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Manager SCIAU Notified (if required)
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Other regional staff as needed
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Outside agencies as required
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Individual counselling offered to


Identified staff





Liaison and 


support as 


required





Response actioned by Region RNL & SSSOs respond to school needs
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Typical School Critical Incident Flow Chart
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Manager Emergency Management Notified


Manager SCIAU Notified (if required)


Region Notified





Other regional staff as needed


Other departmental staff as needed
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Outside agencies as required
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Response actioned by Region SEO & SSSOs respond to school needs
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