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Coláiste Naomh Cormac 

Critical Incident Policy 

 

Introduction: 

This document sets out the Critical Incident Policy of our school.  Coláiste Naomh Cormac 

aims to protect the well-being of our students and staff by aiming to provide a safe and 

nurturing environment at all times. This policy is informed by the school’s mission 

statement and the legal framework outlined:  

Coláiste Naomh Cormac together with parents and community, strive to nurture the moral, 

spiritual, intellectual, social and physical development of all our students. 

 

Legal Framework 

The Education Act 1998 

The Education for Persons with Special Educational Needs Act 2004 

The Disability Act 2005 

The Equal Status Acts 2000-2004 

The Education Welfare Act 2004 

Department of Education & Science Circular Letters 

Inclusion of Students with Special Educational Needs, Post Primary Guidelines, 2007 

Guidelines on the Individual Education Planning Process, 2006, NCSE 

Child Protection Guidelines 2001 

Responding to Critical Incidents: Guidelines for Schools 2008; Resource Materials for 

Schools 2008 

 

Aim 

The aim of this policy is to help school management and staff to react quickly and 

effectively in the event of an incident and to enable us to maintain a sense of control and 

ensure that the appropriate support is offered to the school community 

 

 

 

 

 

 



DEFINITION OF A CRITICAL INCIDENT: 

The staff and management of Coláiste Naomh Cormac recognise a CRITICAL INCIDENT as 

any incident or sequence of events which overwhelm the normal coping mechanisms of 

the school. Examples include: 

• An accident involving a student (s) or staff member(s) on or off the school premises 

• The death of a member of our school community through sudden death, terminal 

illness, accident or suicide 

• Family bereavement 

• Physical attack on students/staff members 

• Serious damage to the school building as a result of fire, vandalism etc. 

• Disappearance of a member of the school community 

• An accident/tragedy in the wider community and /or on transport to and from 

school 

• An intrusion into the school 

• Major outbreak of illness or disease 

• An accident on a school trip 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



       CREATION OF A COPING, SUPPORTIVE AND CARING ETHOS IN THE SCHOOL 
 
Schools which have a good network of relationships, where there is a concern for the 
whole person throughout the life of the school, will be in a better position to respond 
healthily to crises when they inevitably occur. Therefore we, in Coláiste Naomh Cormac, 
strive to attain the following core pastoral goals. 
 
Pastoral Goals: 
 
● Personal attention to value and develop every student.  
 
● Acknowledgement of and support for each person’s role in the school community.  
 
● Promoting an environment which meets students’ needs.  
 
● Priority given to the nurturing of teaching and learning relationships.  
 
● Recognition of talents and abilities.  
 
● Clear values that animate the school.  
 
● Strong collaborative leadership.  
 
● Clarity of policies, roles, responsibilities and tasks.  
 
● Support for an engaging curriculum - content & methodologies.  
 
● On-going monitoring of progress at every level for the student.  

 
● Support and evaluation at every level.  
 
● Involving all concerned in the life of the school.  
 
Consequently, this involves aiming to provide the following for our school community: 
 

1. Physical safety 
• Evacuation plan formulated 

• Regular fire drills 

• Fire exits and extinguishers are regularly checked 

• Parents are informed of the entry and exits to the school 

• There is a daily supervision rota in the school posted in the staffroom, 

Principal’s and Deputy Principal’s office and in the secretary’s office 

• Rules for yard and classrooms – students are informed as to their behaviour 

in the school building and school yard. A copy of these rules is contained in 

the Student Journal, which every student is required to have. The school’s 

rules, regulations and guidelines for behaviour have been formulated in a 



Code of Positive Behaviour which parents/guardians sign on enrolling their 

child. Tutors and Year Heads remind pupils of these rules during assemblies 

that are held throughout the year.    

 

2. Psychological safety 

• Social, Personal and Health Education (SPHE) is integrated into the work of 

the school. The following issues are addressed – Belonging &Integrating; 

Self-Management- a sense of purpose; Communication Skills; Physical 

Health; Friendship; Relationship & Sexuality Education; Emotional Health; 

Influences & Decisions; Substance Use; Personal Safety 

• Staff are familiar with the Child Protection Guidelines and procedures  

• Information is provided on mental health in general and such specific areas 

as signs and symptoms of depression and anxiety 

• Staff are informed in the area of suicide awareness and some are trained in 

interventions for suicidal students 

• The school has developed links with a range of external agencies (See 

Appendices) 

• The school has a clear policy on Bullying and deals with bullying in 

accordance with this policy.  

• There is a Pastoral Care system in place in the school. 

• Students who are identified as being at risk are referred to the Designated 

Liaison Officer (Mr. Crann) or the Deputy Designated Liaison Officer   (Mrs 

Guinan), concerns are explored and the appropriate level of assistance and 

support is provided. Parents are informed, and where appropriate, a 

referral is made to an appropriate agency 

• Staff are informed about how to access support for themselves i.e. Co. 

Offaly/Laois E.T.B. Confidential Staff Welfare System 

 

 

 

 

 

 

 



CRITICAL INCIDENTS MANAGEMENT TEAM 

 

A CIMT has been established in line with best practice. The members of the team meet 

regularly to review and update the policy and plan. The members of the team are as 

follows: Mr. Kenneth Crann (Principal); Mrs. Victoria Guinan (Deputy Principal); Ms 

Mairead Hoctor (Career Guidance Counsellor); Ms. Deirdre Collins and Mr. Evin Milne 

(Special Needs Co-ordinators) and Ms. Íde Keating (Head of R.E. Dept). Each member of 

the team has a dedicated critical incident folder. This contains a copy of the policy and plan 

and materials particular to their role, to be used in the event of an incident. 

 

ROLES AND RESPONSIBILITES 

 
Leadership Role: The Principal 
 
Rationale 
The Principal is the heart of the school and therefore carries an enormous weight of 

responsibility for every area of school life. In the case of a critical incident the burden of 

carrying the school will be all the more keenly felt as the Principal endeavours to co-

ordinate the response of the school. The particular role of the Principal lends itself most 

clearly to being a supportive presence to others in the school. This is shown through 

acknowledging the feelings of those in any way effected providing informal/formal 

opportunities for people to chat and discuss the incident and its impact on them. The active 

participation and sensitivity of the Principal sets the tone for the manner in which the 

entire school responds. The following responsibilities help the Principal consider his/her 

role in advance of a critical event and as part of the Critical Incidents Management Team. 

In the absence of the Principal, the Deputy Principal will assume these roles. Where both 

the Principal and Deputy Principal are unavailable the role will be assumed by the Guidance 

Counsellor and member of the Critical Incidents Management Team. 

 

 
 
 
 
 
 
 
 
 



The Principal: Prevention Responsibilities  
 
● Develop and implement a policy on suicide prevention, intervention and post-vention  
 
● To have in place a trained Critical Incident Response and Management Team  
 
● Provide in-service to staff around issues of loss and trauma  
 
● Promote the inclusion of modules that deal with bereavement, loss and related issues 

in the curriculum  
 
● Put in place a resource list of personnel and agencies including: school psychologist, 

mental health professionals, clergy, Garda, local doctors and relevant voluntary 
agencies  

 
 
The Principal: Intervention Responsibilities (where appropriate) 
 
● Confirm the event has occurred  
 
● Notify the Board of Management: Make contact with the relevant agencies e.g. Gardaí  
 
● Activate the Critical Incidents Management Team by organising a meeting  

 
● Express sympathy to the family if appropriate and assure them of the school’s support.  
 
● The Principal will identify a contact person for the family with the school, explain their 
    role and how the family can make contact with them  
 
● Prepare announcement for staff and students  
 
● Decide on when, how and who will break the news  
 
● Organise special staff meetings as required  
 
● Devise a process to deal with telephone enquiries particularly from concerned parents  
 
● Prepare a media statement  
 
The Principal: Postvention Responsibilities  
 
● Ensure the provision of on-going support to students, staff and parents  
 
● Hold a meeting of the crisis team to evaluate the effectiveness of the response  
 
● Facilitate any appropriate memorial events 
 
 

 

 



The Counsellor’s Role  

Rationale 

A pivotal person in the crisis team will be the school counsellor – who will have 

responsibility to manage the range of counselling services required during times of trauma. 

Integral to the role of the counsellor is the relationship that is built up with students 

particularly in the area of social and personal development. They have a role in supporting 

those students at risk and are also best placed to be a resource to staff and parents in a 

variety of ways. In the event of suicide the experience and expertise of the guidance 

counsellor will be essential in the following areas.  

 

The Counsellor: Prevention Responsibilities  

● Assist with the development of programmes dealing with bereavement and suicide 

prevention  

● Support and resource those teachers involved in the facilitation of such programmes 

within the Social, Personal and Health Education programme  

● Contribute to the organisation and delivery of in-service to staff around issues of loss, 

crisis management and suicide  

● Co-ordinate a panel of personnel from within the staff who will assist in the support of 

students and staff in distress.  Any staff member who has received training in the area 

of bereavement counselling can be a member of this panel.  

● Developing a network of and a working relationship with, the school psychologist, mental 

health professionals, clergy, Garda, local doctors and relevant voluntary agencies  

The Counsellor: Intervention Responsibilities  

● Clarify their role as co-ordinator of the counselling services that will be offered 

throughout the school community  

● Outline the specific services available in terms of what, who, where and when. What: 

individual and group support. Who: the panel of trained support staff. Where: the 

rooms available. When: the times allotted  

● Put in place a clear referral procedure to support staff in dealing with students in distress  

● Address immediate needs of staff:  

Information: on grief responses, signs of students at risk, referral and support      

strategies  

Counselling: alerting staff to opportunities for personal support as required  



● In conjunction with the year head and class tutor attend to the needs of the class group 

to which the deceased student belonged  

● Be available to students to support them, assess their needs and refer on as necessary. 

A referral will involve contact with individual parents  

● As required make contact with relevant educational and community support personnel 

and agencies  

 

The Counsellor:  Postvention Responsibilities  

● On-going support to vulnerable students with a particular eye to the concern around 

copycat incidents. An effective identification and referral strategy will be a significant 

resource in this area.  

●   Continue to monitor the bereaved class group  

● With the Critical Incidents Management Team, evaluate the overall effectiveness of the 

school’s response and put in place any changes necessary. In particular, the counsellor 

will be concerned with the effectiveness of the referral procedures; support panel of 

staff; the liaison with outside personnel/agencies and the programmes dealing with 

loss, bereavement and suicide  

 
Chaplaincy/RE Role 
 
Rational 
 
The RE Department’s (Ms. Keating) special contribution cannot be overestimated as the 

faith presence in the school community. She has a core pastoral role to play in supporting 

the family, students and staff. She has   an important member of the Crisis Incident 

Management Team as they address such issues as school liturgies, liaison with local clergy 

and support of students and staff.  

 

R.E Department: Prevention Responsibilities  
 
● Contribute to the various programmes for students dealing with bereavement, loss and 

suicide. Implement programmes such as the S.P.H.E. and R.S.E. which addresses issues 
such as communication skills, stress and anger management, resilience, conflict 
management, problem – solving, bullying, decision making and alcohol and drug 
prevention  

 
● Annual liturgies 
 
 



R.E. Department: Intervention Responsibilities (where appropriate) 
 
● Visit the home of the bereaved when appropriate  
 
● Assist with any prayer services that may be arranged  
 
● As required, work with the panel of trained staff dealing with distressed students  
 
● Make contact with local clergy and offer support particularly in relation to funeral 

arrangements and the involvement of the school  
 
● Be available as a personal and spiritual support to the staff  
 
R.E. Department: Postvention Responsibilities  
 
● Take part in the evaluation of the Critical Incident Management Team – the RE 

Department will be especially concerned with the liturgical and spiritual aspects  
 
● Provide follow-up support to the families as required 
 
 
Family Liaison Role 
Rationale 
The link and involvement of the school with the family is essential. The designated staff 

member in the family liaison role is an important resource in the response of the school to 

the bereaved family and to other families who may be distressed. Their knowledge of, and 

relationships with, families and community groups will be invaluable in shaping the 

school’s response. The impression the family forms from meeting this person will influence 

their perception of the entire school’s response to the event. This underlines the 

importance of communicating in a sensitive manner.  

 
Family Liaison: Prevention Responsibilities  
 

● The relationships this person has developed over time with families will be of great 

benefit in times of crisis  

● In developing working relationships with support personnel and agencies in the 

community (s) he will assist the Crisis Response Team in putting together a contact list of 

such people and groups  

 

● Organise bereavement, loss and suicide awareness seminars for parents in addition to 

parenting programmes which aim to develop overall parenting skills  

 



Family Liaison: Intervention Responsibilities  

 

● Following first contact by the principal with the family, the family liaison person will co-

ordinate any further contact as families can feel very confused and pressurised having 

to address the same issues with too many people  

 

● With the chaplain, consult the family about the involvement of the school in the funeral 

services  

 

● Assist with all communication dealing with parents of any student affected by the crisis 

– this may involve drawing up a letter to parents, guidelines for telephone enquiries 

and meeting with distressed parents  

 

Family Liaison: Postvention Responsibilities  

 

● Provide on-going support of the bereaved family – a visit in the weeks following the 

funeral and at significant times in the following year  

 

● Involve, as appropriate, the family in school liturgies or memorial ceremonies for their 

bereaved child  

 

● Offer to link the family with community support groups such as Beginning Experience, 

Barnardos, Rainbows, Samaritans  

 

● Participate in the evaluation of the crisis response strategy  

 
 
 
Communication Role 
 
Rationale  
In times of crisis there may sometimes be media interest that will need to be sensitively 

managed so that the media involvement becomes part of the support effort rather than 

an unhelpful intrusion. The person in this communication role will also have a major 

responsibility to support the other members of the Critical Incident Management Team 

involved in communicating with staff, parents and students. The person selected needs to 



be comfortable with appearing on television and radio as they, with the principal, should 

be the only points of contact with the media. It is also recommended that this person 

should have good written communication skills, as they will be responsible for preparing 

and updating press releases and statements to the school community.  

 

Communication Person: Prevention Responsibilities  

 

● Establishing contacts with various media representatives before a crisis occurs will make 

communication easier and procedures smoother during a crisis  

 

● Determine the nature of access that will be offered to media in a crisis situation  

 

● Gather templates of statements that could be adapted to a particular context  

 

Communication Person: Intervention Responsibilities  

 

● With the Critical Incident Management Team, prepare a concise statement which 

expresses the school’s sadness at the tragedy and outlines the steps in the school’s 

response  

 

● The protection of the bereaved family’s privacy is paramount and therefore underlines 

the importance of discouraging teachers and students independently communicating 

with the media  

 

● Put in place a designated room where reporters can gather and be addressed as a group 

by a school representative. It is important to ensure that the media do not have free 

access to the remainder of the school  

 

● The school needs to respond promptly as to delay may allow the media to obtain 

misinformation elsewhere  

 

● Provide assistance in drawing up the written and oral communication with parents, 

students and staff  

 



● Co-ordinate the approach taken to telephone enquiries from parents and others  

 

Communication Person: Postvention Responsibilities  

Review and evaluate the effectiveness of the communication role in the crisis response of 

the school. Part of this review may be to take the opportunity to help educate the media 

about responsible suicide reporting in order not to sensationalise the event given the 

potential danger to adolescents at risk. 

 

Administrator: The School Secretary 

The Administrator (Ms. Noleen Kelly)  

• Ensures that up to date telephone numbers of Parents/ Guardians, teachers and 

emergency support services are maintained 

• Takes telephone calls and notes that need to be responded to. In the aftermath of 

any incident it may be necessary to have several people taking calls but those 

carrying out this function will report the outcome of all calls to the Administrator 

• Ensures that the templates are on the school system in advance and are ready for 

adaptation 

• Prepares the necessary letter, emails and faxes 

• Photocopies the materials needed 

• Maintains records 

 

Record Keeping 

In the event of an incident each member of the team will keep records of phone calls made 

and received, letters sent and received, meetings held, persons met, interventions used 

etc. 

 

 

Confidentiality and Good Name Considerations 

The management and staff of Cloister Naomi Cormac have a responsibility to protect the 

privacy and good name of the people involved in any incident and will be sensitive to the 

consequences of any public statements. The members of the school staff will bear this in 

mind, and will seek to ensure students do so also. For instance, the term ‘suicide’ will not 

be used unless there is solid information that death was due to suicide and that the family 

involved consents its use. The phrases ‘tragic death’ or ‘sudden death’ may be used 



instead. Similarly, the word ‘murder’ should not be used until it is legally established that 

a murder was committed. The term ‘violent death’ may be used instead. 

 

CRITICAL INCIDENTS ROOMS  
In the event of a critical incident, 

Staff Room will be the main room used to meet the staff 

Tutor room/ Meeting Room for meetings with students 

Meeting Room for parents 

Meeting Room for media 

Meeting Room for individual sessions with students 

Meeting Room for other visitors 

If Meeting Room unavailable the following rooms will be available for use: Guidance 

Room; Special Needs Room; Music Room 

First Aid Training 

The following staff members have completed a First Aid Training : 

Deirdre Collins  

Eoghan Dunbar 

Victoria Guinan  

Joe Tully 

Honor Kinsella 

Grainne Meagher 

 

Location of Defibrilators 

Secretary’s office 

Mr. Tully’s Room 

 

 

CONSULTATION AND COMMUNICATION REGARDING THE PLAN 

All staff were consulted and their views canvassed in the preparation of this policy and 

plan. 

Students and parent representatives were also consulted and asked for their comments. 

Our school’s final policy and plan in relation to responding to critical incidents has been 



presented to all staff. Each member of the Critical Incident Team has a personal copy of 

the plan. All new and temporary staff will be informed of the details of the plan by Deputy 

Principal. The plan will be updated annually. 

 

Ratification 

This Critical Incidents Plan has been ratified by the Board of Management, Coláiste Naomh 

Cormac. 

 

Signed:_______N. Feighery_______________________   Date____18th November 

2021____________ 

           Chairperson 

 

          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CRITICAL INCIDENT  

MANAGEMENT PLAN 

COLAISTE NAOMH CORMAC 

KILCORMAC 

CO. OFFALY 

 
MANAGEMENT TEAM 

 

 PRINCIPAL     MR. KENNETH CRANN 

 DEPUTY PRINCIPAL    MRS. VICTORIA GUINAN 

GUIDANCE COUNSELLOR               MS. MAIREAD HOCTOR 

R.E. DEPT     MS. IDE MULLANE 

SPECIAL NEEDS CO-ORDINATOR MRS. DEIRDRE COLLINS AND MR. EVIN MILNE        

SECRETARY     MRS. NOELEEN KELLY   

   

 
 

 

 

 

 

 

 



 

RESPONDING TO A TRAUMA - CHECKLIST 

1. Establish Facts. □ 

It is crucial that the school has the correct information regarding the crisis. Therefore it is 

important that senior and involved staff gather to establish the facts - this may involve 

contacting others such as hospitals, Garda, parents.  

 

2. An Outline Immediate Response. □ 

This group of senior and involved staff need to agree an immediate plan of action which 

may involve:  

 

● informing students and remaining staff  

 

● contacting parents  

 

● visiting the home of the bereaved  

 

● organising a school assembly  

 

● deploying the pastoral team  

 

● alerting outside agencies  

 

● liaising with those at an accident site (e.g. in the case of an out of school crisis)  

 

● agreeing a common statement with regard to the crisis  

 

● assigning tasks within the group  

 

3. Inform  

a) Staff and Students □ 

It is vital that all those needing information receive it as soon as is practicable. Therefore 

we have agreed a common statement when informing students and others (see 

Appendices) Staff will be alerted and informed in the first instance. If at all possible, the 



students will be told at the same time in no larger than normal class size. The statement 

will seek to:  

 

● be communicated in a sensitive manner  

 

● give the facts as they are known  

● highlight the supports that will be available  

 

● indicate the actions that are planned  

 

 

 

b) Parents/Guardians/ Relatives□ 

In the case where an accident has occurred on a school trip, a similar statement has been 

formulated to assist those who will be telephoning relatives. Further considerations in 

contacting parents:  

 

● offer any practical help needed - transport, phone numbers, contact names  

 

● enquire if the parent is alone or has someone to offer support  

 

● carefully review with the parent that the information given has been fully understood  

 

● alerting parents to the trauma will help them when they subsequently make contact 

with their child.  

 

 

 

c) Liaising with the Press□ 

If there are to be enquiries from the press, the school will cater for this possibility by 

nominating one person only to act as a liaison. In preparing our press statement (see 

Appendices) thought has be given to the following suggestions:  

 

● priority to be given to the sensitivities and needs of those affected directly by the crisis  



 

● the non-release of names, addresses and telephone numbers  

 

● rely on facts and avoid speculation  

 

● consider likely questions and a response to them  

 

● agree with the press a time for briefings if this is necessary in an on-going situation  

 

● nominate a specific location for press briefings  

 

 

d) Others to be Informed□ 

 Inform the chairperson of the Board of Management/CE Laois/Offaly ETB and decide 

whether an emergency meeting of the Board is necessary. Consider when, or if, it is 

appropriate to inform the school’s insurance company and other concerned agencies.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



KEYROLES ASSIGNED BY TEAM LEADER 

 

 

 

NAME OF TEAM MEMBER TASK 

SCHOOL PRINCIPAL  

DEPUTY PRINCIPAL  

ADMIN/SECRETARY  

R.E. DEPT.  

GUIDANCE COUNSELLOR  

 

 

 



EMERGENCY CONTACT NUMBERS 

 

 

 

GARDAI Birr – 0579169710 
Tullamore - 0579327600 

AMBULANCE 112 or 999 

HOSPITAL Tullamore – 0579321501 
Portlaoise - 0578621364 

  

FIRE BRIGADE 999 

DEPT OF ED. & SKILLS 0906483600 

N.E.P.S PSYCHOLOGIST Mary Sherwin (087) 9054923 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

DAY 1 

SHORT TERM ACTIONS AND ROLES ASSIGNED  

 

 

TASK NAME 

GATHER ACCURATE 
INFORMATION 

 

CONTACT APPROPRIATE 
AGENCIES 

 

CONVENE A MEETING WITH 
KEY STAFF 

 

ARRANGE SUPERVISION OF 
STUDENTS 

 

HOLD STAFF MEETING  

ORGANISE TIME TABLE FOR 
THE DAY 

 

INFORM PARENTS  

INFORM STUDENTS  

MAKE CONTACT WITH THE 
BEREAVED FAMILY 

 

DEALING WITH THE MEDIA  



24-72 HOURS 

MEDIUM TERM ACTIONS AND ROLES ASSIGNED. 

TASK       NAME 

REVIEW THE EVENTS OF 

THE FIRST 24 HOURS 

ARRANGE SUPPORT FOR 

INDIVD/GROUPS/PARENTS 

STUDENTS/STAFF 

PLAN THE REINTEGRATION 

OF STAFF AND STUDENTS 

PLAN VISITS TO THE INJURED 

LIASE WITH FAMILY 

REGARDING FUNERAL 

ARRANGEMENTS ETC 

 

ATTENDANCE AND  

PARTICIPATION AT FUNERAL  

SERVICE 

SCHOOL CLOSURE 



BEYOND 72 HOURS. 

 

 

TASK NAME 

MONITOR STUDENTS FOR 
CONTINUING SIGNS OF 

STRESS 

 

EVALUATE RESPONSE TO 
INCIDENT AND AMEND 

CRITICAL INCIDENT PLAN 
APPROPRIATELY. 

 

FORMALISE PLAN FOR THE 
FUTURE 

 

INFORM NEW STAFF AND 
PUPILS 

 

DECIDE ON APPROPRIATE 
WAY TO DEAL WITH 

ANNIVERSARIES 

 

 



LETTER TO PARENTS/GUARDIANS IN THE EVENT OF A SUDDEN DEATH/ 
ACCIDENT 

 

 

Dear Parents/Guardians 
 

The school has experienced (the sudden death/injury) to one of our 
students/staff. We are deeply saddened by this death/injury 

 

(Brief details of the incident, and in the case of death, perhaps some positive 

remembrances of persons lost) 

 

We have support structures in place to help your child cope with this tragedy. 
(Elaborate) 

 

It is possible that your child may have some feelings that he may like to discuss 
with you. You can help your child by taking time to listen to him/her and 
encouraging him/her to express his/her feelings. It is important to give truthful 
information that is appropriate to his age. 

 

If you would like any advice or support you may contact the following people at 
school (Details) 
 
______________ 
 
 
Kenneth Crann 

 

Principal



TEMPLATE LETTER TO USE IN THE EVENT OF A VIOLENT DEATH 

 

Dear Parents 

 

I need to inform you about a very sad event that has happened 

(Give accurate info about the incident, but avoid using the word murder as this will not be 

established until the court case is completed) 

A young person from the neighbourhood, who is the sibling of________, a student here at 

Coláiste Naomh Cormac, was killed as a result of (a violent incident in the street etc) earlier this 

week. 

We are all profoundly saddened by their death. 

We have shared this information and have had discussions with all our students, so that they 

know what has happened. School staff members have been available for students on an on-

going basis today. Other support personnel are available to advise staff and where necessary, 

to talk to students. This support will continue to be available for______ 

The death of any young person is tragic, but a violent death is even more difficult. It is hard to 

have to teach our children about the violence in our world and to accept that sometimes we do 

not have the power to prevent it. 

This death may cause a variety of reactions in your son/ daughter. Some young people may be 

afraid for their own life and for the lives of those they love. Take time to listen to their fears 

and reassure them that what has happened is rare. 

The media are in the vicinity of the school. We will not allow the media to interview your 

son/daughter at school and our general advice is that you should not let your child be 

interviewed. (If planned) A support meeting for parents is planned for _____. At that time we 

can talk further about how to help ourselves and our students. Our thoughts are with (family 

name) and with each of you. 

Yours sincerely 

Kenneth Crann 

Principal 

 



Template Letter to the Media 

This can be used by schools to be issued to the media by email, fax or hand and changed as 

appropriate. 

We learned this morning of the death of one of our students___________.This is a terrible 

tragedy for the _________________family(s), our school and our community. 

We are deeply saddened by these events. Our sympathy and thoughts are with ____ family and 

friends. 

X was in ___ year in our school and will be greatly missed by all who knew him/ her/them. 

We have been in contact with his/ her parents/ guardians and they have requested that we all 

understand their need for privacy at this difficult time. 

Offers of support have been pouring in and are greatly appreciated. 

The school has implemented our Critical Incident Management Plan. Psychologists from the 

National Educational Psychological Services (NEPS) ______ have been with us all day 

supporting and advising teachers in their efforts to assist our students at this time. 

The teachers have been helping students to deal with this tragic event. The school has been 

open to parents, to support them and to offer them advice and guidance. 

We would ask you to respect our privacy at this time. 

Thank You 

Kenneth Crann 

Principal 

 

     



         Sample letter requesting consent for Involvement 

of Outside Professionals. 

 

Dear Parents/Guardians, 

 

 

Following the recent (tragedy/ death of x) we have arranged specialist 

support for students in the school who need particular help. (X) is 

available to help us with this work. The support will usually consist of 

talking to the children either in small groups or on a one to one basis, 

and offering reassurance and advice as appropriate 

 

 

Your child has been identified as one of the students who would benefit 

from meeting with (X). If you would like your child to receive this 

support, please sign the attached permission slip and return it to the 

school by ….. If you would like further information on the above or if 

you would like to talk to the psychologist, please indicate this on the slip, 

or contact the school. 

 

 

Principal. 

 

I/We consent to having our child meet with ………….. 

 

 

I understand that my child may meet x in an individual or group session, 

depending on the arrangements that are thought most appropriate. 

 

 



Name of Student:  . 

Class:    

Date of Birth:  . 

Signed:    



USEFUL CONTACT NUMBERS. 

BARNARDOS 0579326803 

THE SAMARITANS 1850609090 

CHILDLINE 1800666666 

PARENTLINE 1890927277 

AWARE 1890303302 
 

NATIONAL SUICIDE BEREAVEMENT 
SUPPORT 

02495561 

RAINBOWS 014734175 

BEREAVEMENT COUNSELLING SERVICE 018391766 

BEREAVEMENT COUNSELLING 016767727 

  

  

 

 

 

 

 

 



 

 

 

 

 

 


