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TIKOKINO



TIKOKINO SCHOOL

HEALTH AND SAFETY

PROCEDURE – Crisis Management
GUIDELINES:
· Maintain normal school routines if possible.

· Designate a Safe Room / Support Room (eg. Library) for children/staff/parents to utilise.
· Limit outgoing calls.  Use schoolhouse/internet phone as second line.

· Identify students who are thought to be “at risk”.

· Identify community people who may be of assistance if appropriate.

· Decide when the first contact will be made with the family and by whom.

· Make arrangements for parents who are called to the school.
· Identify who will deal with media enquiries.
· Start keeping a written record of events and decide who will do this.  Collate information KNOWN, who/what/when/where.

· Determine who needs to be contacted, Staff/Board of Trustees/Parents/Other Schools/Police/Special Education Services.

· Decide how they (any of the above) should be told, individually/small groups etc. Ensure stressed staff are buddied and decide on support to be given to them.

· Assign one spokesperson to answer media and police enquiries if necessary.  Any requests for information should be directed through this person.  Inform staff of this.
· Brief the staff immediately.

EMERGENCY STAFF CHECKLIST

WITHIN FIRST 24 HOURS

· In the event of a suicide professional advice is to be sought and followed.  (Refer conclusion)

· Give staff guidelines on the role they can play with students.

· Delegate person to handle phone enquiries and prepare a statement to be used.

· Decide on means and level of information transfer to students and community.

· Decide if other schools need to be informed.

· Obtain parental permission as required for information release.

· Find out necessary facts from the police and when the school can release these.

· Inform staff
· Decide who will attend to victim’s personal belongings.

· Arrange two people to visit victim’s family as soon as possible, if appropriate.

· Decide what follow-up is planned for the next day.

· Arrange relief teaching.

· Decide who will attend the funeral.  How will this be managed?  (Permission notes from caregivers transport etc).  Remember that there may be deaths subsequent to the initial fatalities.  Consider formal debriefing for the most critically involved school personnel.
· Paper trail

MEDIUM TERM

· Consider preparation of school community for funeral and burial arrangements or other public follow-ups.

· Decide what follow-up is planned for the next week

· Continue to monitor reactions within the school community and provide support.

· Return the school as far as possible to regular routines.

· Update staff and students with new information and decide how this will be done.

· Keep parents informed.

· At the first staff briefing, teachers will be provided with an update of the situation with accurate information to give to students, signs to watch out for among students and what to do with a distressed student.  GSE may be the best team to help with this.

· Maintain contact and support to families and friends of victims

· Monitor those in caregiver/helping roles.

· Arrange relief teachers as needed.

· Paper trail

LONG TERM
· Organise debriefing for the critically involved school personnel.
· Organise follow-up for most affected/at risk students/staff once things quieten down.

· Continue liaison with outside agencies.

· If liability is an issue, be prepared for legal proceedings.  Maintain a careful and clear paper trail of incident reports and follow up actions.

· It would be helpful to privately or publicly acknowledge those who have taken on a task outside their normal responsibilities.

CONCLUSION

Tikokino School Board of Trustees recognises the key role the school site and premises could assume in the event of an emergency.  We need to be mindful of the unexpected nature of emergencies and our response needs to be immediate but measured so that it helps resolve rather than adds to the trauma or issues to be dealt with.
If the crisis included the death of a student or staff member by suicide then these additional procedures will be followed:

1. Mental Health Crisis Management Team will be contacted.
2. Written factual information will be provided for staff to use when telling students what has happened.  All staff, including support staff will be informed.  Parents and members of the Board of Trustees will be informed in writing.  
The Chairperson of the Board of Trustees needs to be informed as early as possible.

3. Close friends of the person who committed suicide will be identified and given support.  When these are students, parents will be contacted.  Referrals to appropriate outside agencies will be made if necessary.

4. No single staff member or small group of staff will be left with the full responsibility for managing the aftermath.  Sufficient resources, including appropriate professional assistance, will be organised by the Mental Health Crisis Management Team.

KEY CONTACTS

Victim Support – Waipukurau Police

8589140

Waipukurau Police

8589140

RTLB

Waipawa Primary School

8578761

Child, Youth and Family Services

0508 326 459

Civil Defence

8578060

