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Glossary of Terms 
 

 

 

 

BOM: Board of Management 

CAMHS: Child & Adolescent Mental Health Service  

CIMT: Critical Incident Management Team 

DES: Department of Education and Skills  

GETNS: Galway Educate Together National School 

HSE: Health Service Executive  

In-School Leadership & Management (ISLM) Team  

NEPS: National Educational Psychological Service   
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1.​ Introduction 

In Galway Educate Together National School (GETNS) we aim to protect the well-being of our 
students and staff by providing a safe, well-ordered, tolerant and well resourced environment. 
GETNS staff reviewed the Critical Incident Policy in October 2023 and aligned it with NEPS 
Responding to Critical Incidents E-Learning Course. Staff on the ISLM completed this course in 
advance of the formation of a new policy and CIMT. During the 2023/24 year, staff will view the 
powerpoint presentation Responding to a Critical Incident published by the DES.  

 

2.​ Defining a Critical Incident 

A critical incident is any incident or sequence of events which overwhelms the normal 
coping mechanism of the school and disrupts the running of the school. 

 Examples: 

●​ Death of a member of the school community through accident, violence or serious illness  
●​ An intrusion into the school  
●​ Major illness/outbreak of disease 
●​ Criminal incidents 
●​ Major accidents, serious injury involving members of the school community  
●​ Suicide 
●​ Civil unrest, war  
●​ Serious damage to the school through fire, natural and technological disaster 
●​ Disappearance of student from home or school 
●​ Unauthorised removal of a student from school or home. 
●​ World events that may affect the student body and/or staff. May be a need for provision of 

discussion and involvement in ceremonies 

 

3.​ Overarching Framework  

NEPS Responding to Critical Incidents Guidelines and Resource Materials (2016) publication outlines a 
framework for primary schools to manage critical incidents. GETNS is already engaging in a 
whole-school approach to well-being as set out in our School Self Evaluation document for 2023/24. The 
need for development on this front is outlined in the Wellbeing Policy Statement and Framework for 
Practice (2013/2015/2019). GETNS hopes to update our school policy to reflect all of our school 
initiatives in this area. GETNS developed our school’s Critical Incident Policy to bring our practice in 
line with very recent NEPS training, namely Responding to Critical Incidents: NEPS eLearning Course 
available online for primary schools.  
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3.1 Prevention  
In GETNS, we understand that wellbeing promotion supports our students, staff and families 
with the optimum culture and environment, relationships, policies and skills to process and 
respond to critical incidents. We implement a preventative wellbeing promotion process that has 
a focus on strengthening school based protective factors including: 
 

●​ fostering positive relationships within whole school community; students, staff and 
parents/guardians 

●​ a sense of belonging, security and connectedness to school through a positive school 
climate 

●​ opportunities for social and emotional learning 
●​ wellbeing of school personnel 
●​ protocols and support systems that proactively support children and their families should 

difficulties arise 
 
(Wellbeing Policy Statement and Framework for Practice, p 12) 
 

Figure 1: Outline of the role of the school 
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3.2 Intervention 

●​ Co-ordinate contact with families (following first contact by Principal) 
●​ Consult with family around involvement of school in e.g. funeral service/remembrance 

service 
●​ Assist with all communication dealing with parents of any student affected by critical 

incident 
●​ Liaise with the relevant Pastoral Council Representative around community 

prayer/memorial services 

 

●​ Confirm the event and clarify facts surrounding event 
●​ Activate the CIMT via school text alert 
●​ Liaise with the Gardaí/Emergency services 
●​ Lead briefing meetings for CIMT and work collaboratively with that team 
●​ Lead briefing meetings for staff on the facts as known, give staff members an opportunity 

to express their feelings and ask questions, outline the routine for the day 
●​ Express sympathy to family, signing of a book of condolence, giving bouquet of flowers, 

all dependent on the family’s religious belief and culture.   
●​ Make contact with other relevant agencies i.e. National Educational Psychological 

Service 
●​ Decide how news will be communicated to different groups (staff, pupils, outside school) 
●​ Give the media briefing, with a statement agreed by the CIMT 

Intervention 

●​ Student Liaison Role does not offer counsellor assistance to pupils or staff 
●​ Role is to check in with the principal around pupils or staff who may need counsellor 

assistance 
●​ Alert staff to vulnerable pupils 
●​ Remind staff of specific services available in the school 
●​ Assist principal in addressing immediate needs of staff 
●​ Provide materials for staff 
●​ Provide information 

Postvention 

●​ Provide ongoing support to vulnerable students 
●​ Monitor class most affected 
●​ Refer as appropriate 
●​ Review and evaluate Plan 
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Figure 1: Response levels to a critical incident 

 

3.3 Postvention 

●​ Ensure provision of ongoing support to staff and students 
●​ Facilitate any appropriate memorial events in school 
●​ Facilitate a memorial display at school altar along with remembrance book, if appropriate 
●​ Review and evaluate plan 
●​ Assist and coordinate as appropriate the family in school liturgies/memorial services 
●​ Offer to link family with community support groups – giving information 

 
 

 
3.4 Suicide Threat Concern 

There are times when concerns may arise about a particular student or students relating to 
self-harm and or suicidal thoughts. This type of concern is dealt with within this policy. If a 
concern of this nature arises, staff members should follow the NEPS flow-chart below to support 
these students.  
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Figure 2: Responding to Concerns 
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4.​ Critical Incident Management Team (CIMT)  
In the event of a Critical Incident, a Text Alert is sent to members of the CIMT and a meeting is 
convened in the Principal’s Office. The CIMT will meet on a daily basis until the normal 
functioning of the school is restored. Each CIMT has specific roles and responsibilities to carry 
out on behalf of the CIMT.    
 
 

Critical Incident Management Team (CIMT) 
 

Team Leader* 
Media & Garda Liaison 

 
 

Francis Duggan   

 
Administrator  Stephanie Susu  

Lorna Sheridan  

Staff Liaison Role: 
               Krista Olson  

               Deirdre Walsh  

Student Liaison Role: 
Sinéad Carroll  

Martina Johnston 

Community / Agency Liaison Role: 
Sinéad Ní Bhrádaigh  

Susan Finn  

Family / Parent / Guardian Liaison 
Role: Noelle Hunt Hayes  

Róisín Lally  

 
BOM Chairperson: Charlotte Sandberg  

*In the absence of the Principal, the Deputy Principal, Deirbhile Ní Scólaí  
   will carry out the duties of the Team Leader.   
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Roles and Responsibilities 

Due to the unpredictability of the timing of a critical incident, it is important the members of the CIMT 
have access to this policy in both hard and soft copy both on site and remotely. All staff will be given a 
hard copy that can be stored alongside other health and safety documents in a plastic holder in their 
classrooms.  

4.1 Team Leader  

Garda and media liaison. The principal will confirm the facts linking in with the Gardaí to verify 
the accuracy of the incident details before they are shared. This role may involve ongoing liaison 
depending on the nature of the incident, for example if there is an ongoing criminal investigation.  

The principal will reach out to the National Educational Psychological Service (NEPS). A CIMT 
meeting will be called via GETNS’s Text Alert system. It is important that the established facts 
are communicated clearly and calmly to the CIMT in this meeting. Contact details of external 
agencies are listed below (see Appendix XX).  

The CIMT needs to agree on the most appropriate wording for the media briefing. It is important 
that school staff do not deviate from this agreed media line if they chose to speak with the press 
on the matter. A timely press release from a reputable source such as the school, can circumvent 
the spreading of rumour and misinformation, which can cause additional stress for all.  

4.2 Administrators  
The administrators of the CIMT are our school secretaries. They need to maintain up to date 
phone numbers of parents, teachers and emergency services. As well as taking telephone calls 
and noting those that need a response, one telephone line is left ‘open’ at the Front Desk so that 
important outgoing calls can be made without delay. The school secretaries also need to ensure 
that letter templates (see Appendix XX) are kept on the school’s IT system and are ready to go at 
a moment's notice. Other duties include preparing and sending out letters, emails and texts, 
photocopying materials as required and maintaining records.  
 
4.3 Staff Liaison Role: 
The staff liaison role needs to be a staff member that is known and trusted by all staff. The staff 
liaison officer does not give counsellor assistance to staff or students, but gives staff members an 
opportunity to express how they are feeling. The staff liaison also shares materials to staff from 
the CI guidelines, updates staff during the day and is alert to vulnerable staff. They also 
disseminate information about the availability of the employee assistance service (Spectrum 
Life).  
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4.4 Student Liaison Role: 
The student liaison officer needs to be a trusted and familiar figure to students, and needs to alert 
staff to vulnerable students, and support the dissemination of resources and materials to teaching 
staff where needed. This role does not include counsellor assistance to students or staff. The 
student liaison role also entails the setting up of a ‘quiet room’ for vulnerable students. The 
student liaison officer should also support the setting up of larger spaces i.e. library and 
multi-purpose room, where particular classes can gather if needed. It is important that as much as 
possible, the students' normal routines need to be supported as this has been found to best 
support children’s and adults' resilience during difficult times. Being around the familiar faces, 
and keeping to familiar routines is where most comfort is found.  

 

DES Circular No. 0042/2018: ‘Best practice guidance for schools in the use of programmes 
and/or external facilitators in promoting wellbeing consistent with the Department of Education 
and Skills’, which states: ‘The qualified classroom teacher is the best placed professional to work 
sensitively and consistently with students and she/he can have a powerful impact on influencing 
students’ attitudes, values, and behaviour in all aspects of wellbeing education’ 

 

4.5 Family Liaison Role:  
This is a staff member who is well known to parents; this person should be comfortable speaking 
before a large group and have the skills to manage the emotional reactions of individual or 
groups of parents; they will visit the bereaved family with the team leader; may facilitate 
meetings with groups of parents; ensure that sample letters for parents are prepared; set up rooms 
for meetings with parents; provide appropriate materials to parents from the Critical Incident 
guidelines. 

 4.6 Community / Agency Liaison  

This would be someone with good contacts with agencies and relevant individuals in the 
community; they liaise with agencies in the community for support and onward referral; 
maintain up to date lists of contact numbers of key parents and guardians (e.g., members of 
Parents’ & Guardians’ Association) and emergency support services; and update CIMT members 
of the involvement of external agencies. 
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5.​ Action plan 

 
5.1 SHORT-TERM ACTIONS (Day 1) 
A checklist is provided at the end of this section. The procedures to be followed will depend on 
the particular incident that has occurred and the human resources available to the school at that 
time.  
 
Gather accurate information 
It is important to obtain accurate information about the incident, otherwise rumour will take over 
and only add to the distress. A list of prompt questions can include: 
 

1.      What happened, where and when? 
2.      What is the extent of the injuries? 
3.      How many are involved and what are their names? 
4.      Is there a risk of further injury? 
5.      What agencies have been contacted already? 

 
Contact appropriate agencies (see Appendix A) 

●​ Emergency services 
●​ Medical services  
●​ HSE Psychology Departments / Community Care Services 
●​ NEPS  
●​ BOM 
●​ DES/Schools Inspector  

 
Convene a meeting with CIMT 
A list of possible topics to be covered as follows: 

●​ Agreeing a statement of the facts for staff, students, parents and the media. If possible 
there should be a written version of this. 

●​ Delegating responsibilities to the CIMT. 
●​ Immediate contact with family/families 
●​ Consult with the family regarding appropriate support from the school, e.g. funeral 

service 
●​ Ensure that a quiet place can be made for students/staff 
●​ Appointing someone to handle phone enquiries and to deal with the media. 
●​ Ensuring that a phone line remains open and available to enquiries.  
●​ Inform BOM and DES Inspector.  

 
 
Hold a staff meeting 
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Prior to the holding of a staff meeting, staff who may be directly involved with the critical 
incident need to be informed first. The same applies to students who may be directly involved. In 
other words, those in a circle of friendship closely tied with the event, should also be informed 
first, before information is shared with a class.  

All staff should be asked to attend including non-teaching and ancillary staff. The areas which 
might be covered are listed below. It may be an option to have a NEPS psychologist present 
during this meeting. This can be discussed at the first CIMT meeting. The CIMT needs to ensure 
that any absent staff members are kept informed.  

●​ An account of the facts as known.  
●​ An opportunity for staff to express their views and their feelings.  
●​ Discussion with the staff about how the facts will be shared with students (there should 

be an agreed approach to this if possible).  
●​ Information for staff about which agencies have been contacted, or are involved and the 

supports available to staff and students.  
●​ A procedure for identifying vulnerable students  
●​ Distribution of relevant materials - see resource bundle in appendices  
●​ An outline of the routine for the day.  
●​ Organise timetable/routine for the day.  
●​ Adhering to the normal school routine is important, if this is possible 
●​ Class teachers to take note of any absentees who might need to be contacted, list of 

friends etc, or any other relevant information.  This is to be given to the Student Liaison 
person 

●​ Arrange supervision of students 
●​ Liaise with the family regarding funeral arrangements/memorial service 
●​ The Principal will liaise with the family, to extend sympathy and clarify the family’s 

wishes regarding the school’s involvement in funeral/memorial service 
●​ Arrange a home visit by two staff representatives within 24 hours, if appropriate. (Team 

leader, Student Liaison person + Class teacher?) 
●​ Have regard for different religious traditions and faiths 

 

Inform parents/guardians 

Children directly involved: 

Parents/guardians should be contacted as soon as possible, and this first contact will need to be 
handled with great sensitivity. The steps involved are as follows: 

●​ Agree who should share information with parents and how this should be done. 
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●​ Make a list of parents/guardians who have been contacted and those who still need to be 
told to avoid duplication of messages 

●​ Give parents/guardians relevant and factual information  
●​ Set a room aside for distressed students to meet their parents/guardians 
●​ Provide support to parents who are on their own when they arrive at the school. This 

could entail teas/coffees being provided, signage for parking, traffic control etc. The PGA 
can be engaged here to consider these and other parental supports.  

●​ Give telephone numbers for enquiries 

Children not directly involved: 

The parents of other children in the school should be informed of the incident and that their child 
may be upset. 

Send a letter to parents stating the facts and brief details of the incident. It may not be 
appropriate at this point to disclose the names of those involved (see Appendix A).  

 

Inform students 

Careful preparation is important when meeting students to inform them of a critical incident. 
Consideration should be given to the age of the pupils and the optimum group size. It is best to 
do it in class groups or sub-groups. Informing students in a whole school assembly is not 
recommended. The suitability of the ‘messenger’ should also be considered remembering that it 
is generally thought that support is best given by the adults known to the child. Any outside 
‘expert’ might help by assisting the people by undertaking this task to prepare for it and by 
providing ongoing advice and support as they manage it. The nature of the event will clearly 
have an influence on how students are informed.  

The key points/actions in the process are listed below: 

●​ Give facts and avoid speculation. This will help to dispel rumours which can cause 
unnecessary stress.  

●​ Sometimes students may ask for more details about a tragic death. A response could be, 
‘at this time it may be better to remember the life of [passed person] rather than how their 
life ended’.  

●​ Acknowledging that not everything in life can be explained.  
●​ Allowing pupils to ask questions, tell their story and express feelings. 
●​ Help students realise that overwhelming emotions are natural and normal following a 

critical incident (see NEPS Responding to Critical Incidents Guidelines and Resource 
Materials).  
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Make contact with the bereaved family  

Dealing with the media 

The CIMT discusses how to deal with the media. Prepare a media statement and place it on the 
school’s website, if appropriate (NEPS Guidelines see Section 9 and Section 11, R4). This can be 
emailed to media representatives who make contact with the school. It may also be used if an 
interview is requested 

 

Prepare a written statement to include: 

●​ The facts about the incident 
●​ What has been done already 
●​ What is going to be done 
●​ Positive information or comments about the deceased person(s) 

If asked to give a ‘live’ interview 

●​ Take some time to prepare 
●​ Remember that everything you say is on record, therefore keep it simple, factual and brief 
●​ Decline if you are not ready or think it inappropriate 

MEDIA CHECKLIST 

●​ Allow limited and controlled access to the media by providing a press room and by 
making statements only at specified times  

●​ The principal should advise students, parents and staff that only the nominated 
spokesperson will deal with the media  

●​ Prepare a media statement, (see Section 11, R4) Interviews should be short, factual and to 
the point. 

DO’S AND DON’TS IN DEALING WITH THE MEDIA 

●​ DO write a press statement (R4)  
●​ DO keep it short DO regard everything as recorded and quotable (generally the media 

will)  
●​ DO ask whether there will be the possibility of editing the interview  
●​ DO ask in advance for a outline of the questions that you will be asked  
●​ DO consider contacting the INTO, TUI, ASTI, NAPD, IPPN or other relevant body for 

advice and guidance  
●​ DO use careful and sensitive language 
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●​ DO avoid sweeping statements and generalisations  
●​ DO avoid being drawn into speculation 
●​ DON’T go into personal details of those involved  
●​ DON’T engage in rambling discussions afterwards  
●​ DON’T answer questions you don’t know the answer to  
●​ DON’T read the statement to the camera  
●​ DON’T respond to “quotes“ from others  
●​ DON’T use “No Comment” 
●​ DON’T make “off-the-record” comments 

Consider setting aside a room for the media. This may help to control the media’s access to staff 
and students. Brief staff and students and advise them on dealing with the media.  

 

Organise the reunion of student with their parents if necessary 

Inform students that their parents/guardians will be collecting them as soon as possible.  

Facilitate distressed students and their parents by providing a private room where they can meet 
following an incident. This could be a very emotional time. 

Where appropriate offer help with transport, especially for younger children.  

 

SUMMARY CHECKLIST FOR PRINCIPAL: DAY 1  

1.​ Gather the facts - what has happened, when, how, where, and who is injured or dead 
Consult Responding to Critical Incidents: Guidelines and Resource Materials for Schools 
(available on the DES website www.education.ie)  

2.​ Is it an incident requiring a NEPS Response at Level 1, 2 or 3?  
3.​ Who do I need to call (see Emergency Contact List - R21)?  
4.​ Meet with the other Critical Incident Management Team Meet with other agencies, if 

involved, to agree roles and procedures  
5.​ Have administration staff photocopy appropriate literature  
6.​ Arrange for the supervision of students Agree content of communication for school social 

media site, if appropriate Address the staff meeting Identify vulnerable students  
7.​ Draft a media statement (R4) Prepare for a media interview, (Guidelines, see Section 9)  
8.​ Draft a letter to parents (R2, R3) Meet with the staff group Meet with the CIMT to review 

the day and arrange an early morning meeting for the following day 
9.​ Make contact with the affected family/families. 
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MEDIUM-TERM ACTIONS (24-72 HOURS) 
 
Day 2 and following days:  
It is sometimes the case that the first day following an incident is quite calm as people may be in 
shock. Day 2 may be a day when more support is needed as the news begins to sink in. It is 
advisable that the CIMT continues to meet each day until the school returns to normal 
functioning. 
 
MEETING WITH THE CIMT AND OTHER AGENCIES  
 
SUGGESTED AGENDA  

●​ Review what has been done to date.  
●​ List tasks for the day and assign roles - media: liaison with other agencies: contact with 

bereaved family: attendance and participation in the funeral service  
●​ The principal outlines the schedule for the day and updates staff on any information from 

the family, funeral arrangements etc.  
●​ Make a decision about school closure List items to be addressed by the principal at the 

staff meeting  
●​ A representative from another agency may address the staff, if appropriate.  
●​ Review the schedule for the day  
●​ Go through the list of students and staff who may be vulnerable and review how they are 

doing  
●​ Develop a plan for monitoring students over the next few weeks, especially those 

identified as vulnerable. 
 
MEETING WITH WHOLE STAFF 

●​ The principal outlines the schedule for the day and updates staff on any information from 
the family, funeral arrangements etc.  

●​ Make a decision about school closure  
●​ List items to be addressed by the principal at the staff meeting  
●​ A representative from another agency such as NEPS may address the staff, if appropriate. 

This can be decided by the CIMT.  
 
A sample script which may be useful is here: 
 

Yesterday was a difficult day for you, as well as for many of your students. You did really 
well in keeping the routine going as much as possible despite everything. Yesterday there 
was a sense of numbness and quietness in the school. Today people may begin to feel the 
reality and pain of the loss. It may be a difficult day for everyone but I’d like to just 
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remind you again to give students and yourselves an opportunity to talk about (name of 
the deceased) and about what has happened.  

 
Update staff on any new information and outline schedule for the day. Give an opportunity for 
staff to ask questions and seek clarifications. 
 

●​ Preparation of students/staff attending funeral / service. 
●​ Involvement of students/staff in funeral service to be discussed and considered on a case 

by case basis  
●​ Involvement of students needs to be carefully considered and parental/guardian consent 

for involvement is essential 
●​ Staff/student involvement is only considered if this is agreeable for the bereaved family 
●​ Facilitation of students/staff responses, e.g. Sympathy cards, flowers, Book of 

Condolences, etc. 
●​ Ritual within the school 
●​ Review the events of the first 24 hours 
●​ Reconvene CIMT 
●​ Decide arrangements for support meetings for parents/students/staff 
●​ Decide on mechanism for feedback from teachers on vulnerable students 
●​ Have review of Critical Incident Management Team meeting 
●​ Establish contact with absent staff and pupils 
●​ Arrange support for individual students, groups of students, and parents, if necessary 
●​ Hold support/information meeting for parents/students, if necessary, in order to clarify 

what has happened 
●​ Give any teacher who feels uncomfortable with involvement in support meetings the 

choice of opting out 
●​ Arrange, in consultation, with outside agencies, individual or group debriefings or 

support meetings with parental permission 
●​ Plan for the re-integration of students and staff e.g. absentees, injured, siblings, close 

relative etc) 
●​ Student Liaison person to liaise with above on their return to school. 
●​ Plan visits to injured 
●​ Principal, Family Liaison & Class Teacher? to visit home/hospital 
●​ Attendance and participation at funeral/memorial service (To be decided by CIMT) 
●​ Decide this in accordance with parent’s wishes, school management decisions and in 

consultation with close school friends 
●​ School closure (BOM can decide if this is appropriate) 
●​ Request a decision on this from school management 
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LONGER TERM ACTIONS 

Monitor students for signs of continuing distress 

If over a prolonged period of time, a student continues to display the following after several 
weeks, he/she may need assistance from the HSE. Constant communication with family is 
essential. 

●​ Uncharacteristic behaviour 
●​ Deterioration in academic performance 
●​ Physical symptoms — e.g. weight loss/gain, lack of attention to appearance, tiredness, 

restlessness 
●​ Inappropriate emotional reactions 
●​ Increased absenteeism 

 

Evaluate response to incident and amend Critical Incident Management Plan 
appropriately 

●​ What went well? 
●​ Where were the gaps? 
●​ What was most/least helpful? 
●​ Have all necessary onward referrals to support services been made? 
●​ Is there any unfinished business? 

 

Formalise the Critical Incident Plan for the future 

●​ Consult with NEPS Psychologist 

 

Inform new staff/new school pupils affected by Critical Incidents where appropriate 

●​ Ensure that new staffs are aware of the school policy and procedures in this area 
●​ Ensure they are aware of which pupils were affected in any recent incident and in what 

way 
●​ When individual pupils or a class of pupils affected by an incident are transferring to a 

new school, the Principal should brief the Principal of the new school 

 

19 



Decide on appropriate ways to deal with anniversaries (Be sensitive to special days and 
events) 

●​ Anniversaries may trigger emotional responses in students/staff and they may need 
additional support at this time 

●​ Acknowledge the anniversary with the family 
●​ Need to be sensitive to significant days like Birthdays, Christmas, Mother’s Day, and 

Father’s Day 
●​ Plan a school memorial service 
●​ Care of deceased person’s possessions. What are the parent’s wishes? 
●​ Update and amend school records 

 Checklist for reviewing the policy and plan  

1.​ Has serious consideration been given to the school’s approach to prevention?  
2.​ Has the school defined a critical incident and given examples?  
3.​ Have key roles been clearly identified and the assigned tasks outlined?  
4.​ Have staff members been nominated to each of the assigned roles/tasks?  
5.​ Are telephone numbers on contact lists up-to-date?  
6.​ Have all the staff been consulted about the plan/policy?  
7.​ Has a date been set for a review of the plan?  
8.​ Who will be given copies of the plan?  
9.​ Are the personnel suitable? Is the Emergency Contact List (Section 11, R21) appropriate 

and complete?  
10.​Are letters and press releases readily available on school headed paper, for adaptation to 

suit the particular circumstances?  
11.​Has contact been made with external agencies?  
12.​Has each member of the team compiled their emergency pack (photocopies of relevant 

handouts)? Where will copies of the plan be kept?  
13.​Have parents been consulted about the plan?  
14.​Have the students been consulted about the plan?  

 

Ratified by the  Board of Management of GETNS for ratification on October 19th, 2023 

Signed:  

Reviewed Annually for updates. Last updated October 2nd, 2025.  
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Appendices  

 Appendix A: Contact List   

  
  

OUTSIDE AGENCY 
  
CONTACT NUMBERS 
  

  
GARDA 

  
Mill Street 091 - 538 000 
 
999 or 112 

 
TUSLA Social Work 091546228 

 

HSE Community services- Galway 
local Health office 

 091 - 523122 

  
UNIVERSITY COLLEGE HOSPITAL 

 

  
091 524222 
091 544544 

  
FIRE BRIGADE, GALWAY 

  

  
999 or 112 

  
LOCAL GPs 

  
Newcastle Medical Center:  (091) 524 085 
WestDoc: 0818 360 000 /  091 747 700 
GalviaWest Medical Center (091) 521 666 
Doctors Clinic, Newcastle: 091 520340 
  

  
HSE 

  
091 847820 
  

  
INSPECTORATE 

 
inspectorate@education.gov.ie 
  018896553 

  
NEPS PSYCHOLOGIST 

  
01-8650831 
  

  
D.E.S. COMMUNICATIONS 

  
   Press Office,  
   Department of Education, Marlborough Street,  
   Dublin 1 ,      D01 RC96 
   Email: press@education.gov.ie 
   Phone number:  (01) 889 6400 
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I.N.T.O. 
  
01 804 7700 
  

 
CAMHS 

 
 (091) 580100 

 
SPECTRUM LIFE Employee Assistance Service: Spectrum Life  

WhatsApp: Text "Hi" to 087 369 0010 

Freephone 1800 411 057 

Email: eap@spectrum.life 

Employee Assistance Service information poster 

Links to an external site for staff room 
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https://www.education.ie/en/Education-Staff/Services/Employee-Assistance-Service/step-2-eas-poster.pdf
https://www.education.ie/en/Education-Staff/Services/Employee-Assistance-Service/step-2-eas-poster.pdf


Appendix B: Other useful contact numbers 
  

BARNARDOS 
  
014530355 
01 473 2110 (bereavement service) 
  

  
THE SAMARITANS 

  
116123 
  

  
CHILDLINE 

  
1800 666666 
  

  
PARENTLINE 

  
01-8733500 
  

  
AWARE 

  
01 676 6166  
016617211 
1800804848 
  

  
NATIONAL SUICIDE 
BEREAVEMENT SUPPORT 

  
 
Mary O'Sullivan 

Resource Officer for Suicide Prevention 

Community Healthcare West 

16 Merchant’s Road 

H91 E342 

Tel: 091 864 473 

Email: mary.osullivan@hse.ie 

  
  
RAINBOWS 

  
01 473 4175 
  

  
THE BEREAVEMENT 
COUNSELLING SERVICE 
  

  
01 473 2110 (Barnardos bereavement 
service) 
 

https://www2.hse.ie/mental-health/services-support
/bereavement/ 
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AdVIC offers counseling if you have lost someone 
to homicide – 1800 852 000. 

The Irish Hospice Foundation offers support and 
advice through its Bereavement Support Line – 
1800 807077. 

Centric Mental Health: 

Dublin:016111719 

Cork: 0212067001 

hello@mentalhealth.ie 

Irish Hospice Foundation 
Bereavement Support Line 

Freephone 1800 807 077 — Monday to 
Friday, 10am to 1pm 
hospicefoundation.ie 
 

PIETA 
Pieta offers counselling, 
therapy and support for 
people who have been 
bereaved by suicide and for 
people who are thinking 
about suicide  

1800 247247, or text HELP to 51444. 
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Appendix C:  Sample letters 

  

Galway Educate Together National School 
Thomas Hynes Road 

Newcastle 
Galway 

H91 HV07 
Ireland 

Tel +353 (0)91 527887     

Fax +353 (0)91 583065  

  E-Mail admin@getns.ie 

                             

Website: www.getns.ie 

SAMPLE LETTER TO PARENTS 

Dear Parents/Guardians, 

 The school has experienced (the sudden death, accidental injury) of one of our students.  We are deeply 
saddened by the deaths/events.  

(Brief details of the incident, and in the event of a death, perhaps some positive remembrances of the 
person 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/she may like to discuss with you.  
You can help your child by taking time to listen and encourage them to express their feelings.  It 
is important to give truthful information that is appropriate to their age.  

If you would like advice you may contact the following people at the school. 

(Details). 

   

Principal 
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Galway Educate Together National School 
Thomas Hynes Road 

Newcastle 
Galway 

H91 HV07 
Ireland 

Tel +353 (0)91 527887     

Fax +353 (0)91 583065  

  E-Mail admin@getns.ie 

                             

Website: www.getns.ie 

SAMPLE LETTER REQUESTING CONSENT FOR INVOLVEMENT OF OUTSIDE 
PROFESSIONALS 

Dear Parents/Guardians, 

Following the recent (tragedy, death of x) we have arranged professional support for students in school 
who need particular help.  (x..) is available to help us with this work.  The support will usually consist of 
talking to 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 to the 
school by ........... 

  

If you would like further information on the above or to talk to the psychologist, please indicate this on 
the slip or telephone the school. 

  

Principal 

--------------------------------------------------------------------------------------------------------------------- 

  

I consent to having our child  met by: .................................................................. 
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I understand that my child may meet x..... in an individual or group session depending on the 
arrangements which are thought to be most appropriate. 

  

Name of Student: ____________________________ 

  

Class:               ​____________________________ 

  

Date of Birth:   ​____________________________ 

  

  

I would like my child ..................... to avail of the support being offered by x.................. 

  

Signed: ______________________ 
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Appendix D: Resources 

NEPS Resources 

Responding to Critical Incidents Guidelines and Resource Materials 

file:///C:/Users/User/Downloads/40700_21b5193521d147c890b4309fe4bfce9d.pdf 

Index 

Please ref to Critical Incident Guidelines from Page 57 to 94 

R5 - A classroom session following news of a critical incident 

R6 - Children’s understanding and reaction to death according to age 

R7 - Stages of grief 

R8 - How to cope when something terrible happens (hand-out for students)  

R9 - Reactions to a Critical Incident 

R10 - Grief after suicide 

R11 - reintegrating the bereaved child into the school 

R12 - Ways to help your child through this difficult time (hand-out for parents) 

R13 - General Interview Guide for Guidance Counsellors 

R14 - Checklist: Students at Risk 

R15 - Exploring suicide risk 

R16 - FAQs for Principals 

R17 - FAQs for Teachers 

R18 - FAQs for Parents 

R19 - Critical Incident Policy and Plan Framework 

R20 - Critical Incident management Template 

R21 - Emergency Contact List 

R22 - Guidance on Social Media 

R 23 - Teachers Helping Students in a Time of Crisis 
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NEPS Resource Links for Critical Incidents   

https://www.gov.ie/pdf/?file=https://assets.gov.ie/221721/522ae12f-8223-4653-bdd4-c7ea4f0962
a2.pdf#page=null  

Loss of a Valued Teacher 

https://www.childhoodbereavement.ie/schools/the-impact-on-the-school-community-of-the-loss-
of-a-valued-teacher/  

Managing a Sudden Death in the School Community 

https://bereavement.lgfl.org.uk/default.html  

Mental Health Services 

https://www2.hse.ie/mental-health/services-support/  

Parenting Positively - Helping Teenagers Cope with Death  

https://www.tusla.ie/uploads/content/Teenagers_coping_with_Death_d3.pdf  

Samaritans' Media Guidelines  

https://www.samaritans.org/ireland/about-samaritans/media-guidelines/  

Self-care for teachers working with bereaved children in the primary school 

https://tinyurl.com/yc6p9858  

Well-being policy statement and framework for practice  

file:///C:/Users/User/Downloads/24725_07cc07626f6a426eb6eab4c523fb2ee2%20(1).pdf  
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Appendix E: Supports for school staff 

Self-care checklist for staff 

●​ Be realistic about your role, what you can and cannot do 
●​ Identify one method of relaxation that works for you: Take time out during the day 

for a quick walk; call a friend/family member; engage in a 5 minute relaxation or 
mindfulness exercise 

●​ Drink plenty of water and remember to eat and to avoid junk food 
●​ Tune in to when you are Hungry, Angry, Lonely, Tired ( HALT ) 
●​ Share feelings/thoughts/experience - Avail of the support mechanism in your school 
●​ Take time at the end of the day, away from students to talk through with your 

colleague(s): 
○​ What went well? 
○​ What was difficult? 
○​ Plan next day 

●​ Check in with your principal or your NEPS psychologist 
●​ Maintain your normal routine as much as possible 
●​ Spend time with friends and family 
●​ Do things you enjoy and things that make you laugh 
●​ Limit alcohol consumption 
●​ Keep exercising 
●​ Write, draw, paint 
●​ Practice good sleep routines 
●​ Seek external help as necessary (see below) 

 

Reflection checklist for school staff 

●​ Have I experienced a recent bereavement or significant personal upset? 
●​ Have I been ill recently? 
●​ How many critical incidents have I responded to recently? 
●​ Is this incident resonating with something in my own personal life? 
●​ Am I checking in with my colleague(s) for support? 
●​ Am I finding it hard to switch off at home? 
●​ Am I talking incessantly about the incident? 
●​ Am I getting upset easily? 
●​ Am I finding it hard to relax? 
●​ Am I having difficulty getting to sleep/staying asleep? 
●​ Has my eating pattern changed? 
●​ Am I more irritable than usual? 
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●​ Am I having repetitive intrusive and/or racing thoughts? 
●​ Am I experiencing unusual physical sensations like heart racing; irregular breathing; 

feeling flushed; tension in the shoulders; headaches? 

 

 Employee Assistance Service: Spectrum Life  
WhatsApp: Text "Hi" to 087 369 0010 

Freephone 1800 411 057 

Email: eap@spectrum.life 

Employee Assistance Service information poster 

Links to an external site. 

 for staff room 

Samaritans  
Call 116 123 

Email: jo@samaritans.ie 
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 Covid-19: Specific Resources  
Anyone affected by grief during the COVID 19 pandemic can contact the Irish Hospice 
Foundation Bereavement Support Line free on 1800 80 70 77, Monday to Friday 10am to 1pm.   
They also offer up to 6 face-to-face counselling sessions.   

 NEPS have recently developed two supplements to the Responding to Critical Incident 
Guidelines. 

Responding to Critical Incidents during School Closures and Public Health Restrictions arising 
from COVID-19 

Links to an external site. 

: This booklet outlines how the actions typically taken by schools in responding to critical 
incidents might require adaptation during the Covid-19 pandemic. This booklet should be read 
along with the ‘Responding to Critical Incidents-NEPS Guidelines and Resource Materials for 
Schools’. It is also recommended that schools review their Critical Incident Management Plan to 
ensure that they are ready to respond effectively to critical incidents occurring at this time. 

Supporting Bereaved Students and Staff Returning to School Following COVID 19 and Public 
Health Restrictions 

Links to an external site. 

This booklet may also be useful for schools to consult.  

Both the booklet and the guidelines are available for download on the Department of Education 
website 

Links to an external site. 

Grieving in Exceptional Times 

Links to an external site. 

 (Irish Hospice Foundation) 

Supporting Teenagers to Grieve during COVID 19 

Links to an external site. 

 (Irish Hospice Foundation) 

Helping Children to Grieve during COVID 19 

Links to an external site. 

 (Irish Hospice Foundation) 

Grief at Work during COVID 19 

Links to an external site. 
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https://hospicefoundation.ie/wp-content/uploads/2021/02/Support-for-Grieving-in-Exceptional-Times.pdf
https://hospicefoundation.ie/wp-content/uploads/2021/02/Support-for-Grieving-in-Exceptional-Times.pdf
https://hospicefoundation.ie/wp-content/uploads/2021/02/Supporting-teenagers-to-grieve-during-COVID-19.pdf
https://hospicefoundation.ie/wp-content/uploads/2021/02/Supporting-teenagers-to-grieve-during-COVID-19.pdf
https://hospicefoundation.ie/wp-content/uploads/2021/02/Helping-children-grieve-during-COVID-19.pdf
https://hospicefoundation.ie/wp-content/uploads/2021/02/Helping-children-grieve-during-COVID-19.pdf
https://hospicefoundation.ie/wp-content/uploads/2021/02/Grief-at-work-during-COVID-19.pdf
https://hospicefoundation.ie/wp-content/uploads/2021/02/Grief-at-work-during-COVID-19.pdf


 (Irish Hospice Foundation) 

Finding New Ways to Help Children Say Goodbye 

Links to an external site. 

 (Irish Hospice Foundation) 
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