IMPACT PHASE
1/ Immediate and short term situation: Issues to consider are:

· Where appropriate link with emergency and other services.

· Activate your Crisis Management Team (see section 1 below)
· Obtain factual information – initial decisions, emergency contacts (see section 2 below)
· Develop clear lines of communication for staff, students and the community

· Contact  Education Authority

· Make cover arrangements

· Maintain normal routines as much as possible

· Ensure a comfortable area has been identified where distressed pupils / staff / parents / can spend time. 

· A system for monitoring the safety and reactions of pupils and staff (be prepared for unexpected reactions). 

1. Obtaining factual information
There is a need to assemble as accurate a picture as possible before making decisions about action or about communicating information to anyone else.  Particular difficulties arise if the incident is still ongoing, if the incident has taken place away from the school or if the identities of those affected are not immediately available.  There is a balance to be struck between waiting till all the pertinent facts are known and delaying to the point where the leaking of information from other sources, particularly the media, breeds rumours and causes distress.  The availability of additional telephone or mobile phone facilities make it more likely that the facts can be gathered and verified within a reasonable time.  Although the Crisis Management Group will be responsible for the majority of decisions, decisions about the immediate involvement of Emergency Services may need to be taken at this point.  It is also appropriate to contact Education headquarters, particularly if resources are likely to be required.  

If you receive a call regarding a traumatic incident:

· listen to what has happened 

· record the caller's name and phone number 

· record the names of others involved and the name of schools or services affected 

· check that appropriate emergency services have been contacted 

· inform the caller of any actions you will take (such as informing the Principal/head    teacher, give the caller your name and phone number in case they need to call back 

· immediately the call is over make contact with the principal/senior management of the affected school

The school Principal/senior management may:
· record and verify the facts of the event 

· record and ascertain the individuals involved 

· ascertain the reactions of those involved and record any actions taken 

· assemble the crisis management team to coordinate support and further arrangements 

2. Assemble crisis management team - assign roles, responsibilities and resources
The first person who is contacted regarding an incident should be a member of the crisis management team in the school.   Names of the team members should be known to all school staff, and lists of personnel involved should be posted at prominent points throughout the school.  

The team manager should then establish whether all members of the team are available to tackle the crisis.   Anyone who is not able to participate should be replaced by one of the substitutes.  

The crisis management team requires, on the basis of the information available, to assign roles in a way which will allow a smooth response.  In a school setting the needs of those most affected (or ‘primary victims’) often require to be dealt with separately, but the needs of three groups – staff, pupils and parents almost inevitably have to be addressed.   

A crucial role in these situations, sadly, is the role of handling the media.  Media intrusiveness often cuts across the team’s planning and organising efforts.  The task of dealing with the media should be dealt with by the Corporate Communications Team (tel; 01546 604136). The pressure on school clerical staff of constant media pressure and enquiries should be anticipated.  

The primary victims might include the deceased and direct survivors of the incident.  A member of the crisis management team would require to deal with communicating with relatives of this group of victims.  In most instances this task would require the involvement of external agencies, including the police and social services.  

The School Crisis Management Group may:

· inform all staff of the event and identify and notify other key people 

· clearly assign roles and clearly communicate these to staff and other key people 

· Inform the Authority communications team 

· support the varying reactions of school through maintaining normal structures, gathering accurate information about reactions, positive messages, activities in classrooms, support rooms as appropriate, extra staff as needed etc 

· accurately record and monitor all staff and children and young people's attendance and whereabouts 

· develop an at risk register 

· plan for the next day, and future events 

· keep written records of all actions. 

· compile a report of actions at the conclusion of the incident in consultation with all traumatic incident team members, with recommendations on future actions as needed.

Adapted from: Ministry of Education, NZ. (2007). Traumatic incident management support for schools and early childhood education services.  

