


Critical Incident Response Team Meeting: Agenda and Checklists

A. Agenda
As you move through the agenda, assign tasks to individual team members. You may wish to divide agenda items into two meetings, so that you can initiate staff communication in a timely manner before you complete the agenda.

1. Share the information available.

2. Staff Communication and Support
· Determine what, how and when you will communicate with staff.
· Given how quickly news travels, it is important that staff are informed as soon as possible so that each staff member has the same information from a trustworthy source.
· If you use a phone tree, use a brief script and take over the calling for any staff closely impacted.
· If you use email or a group messaging app, be sure to communicate directly with staff who are closely impacted before the message is sent to the whole staff.
· Identify staff who will be most impacted and support that may be needed.
· Arrange for on-call teachers and educational assistants to be available for the first day or two to cover for staff who need a break.
· Inform them of the nature of the crisis to make sure they can handle the situation
· Provide drinks and snacks in the staff room for the first day or two.

3. Communications Staff
· If the nature and scale of the event indicates, invite communications staff to join the meeting.

4. Student Communication and Support
· ​Assess the physical needs of the community: 
· Name tags for visitors 
· Secure entry 
· Meeting space for parents/students 
· ​​Decide what information should be shared with students.
· Script to be written and/or approved by principal. (Student Information & Support: Announcement to Students)
· Determine which classrooms will be read the script and whether classrooms most affected need a different script.
· Gather information for teachers on managing class on the first day. (Teacher Role in CIR, CIR Class Discussion Format, Activities for Processing Grief and Loss)
· ​​​Identify students who may be most impacted.
· Students directly connected to the incident or family
· Students who have experienced loss or are at-risk in other ways 
· ​​Identify other schools that may be impacted by this incident:
· Siblings, relatives, friends
· Contact the schools if deemed necessary.
· Organize a Support Room. (Student Information & Support: Setting Up a Student Support Room)

5. Parent Communication
· ​​Discuss how parents and the community will be notified (e.g. with a letter, a website update, etc.). 
· Script to be written and/or approved by principal. (Parent Communication)
· ​​Determine how the school will provide updated information to the school community as events unfold.
· ​​Discuss the possible impact on the parent community and develop a plan of support if needed (e.g. creating a space at school, holding a meeting).
· Plan to contact a Parent Advisory Committee that may be able to assist with tangible ways of supporting staff and/or the grieving family.

6. Remembrance Activity
· ​If applicable, discuss possible ways to honour the loss of life in the school community.
· Set a date for a meeting to discuss this in one or two days' time.

7. Family Connection
· Discuss who will keep in touch with the grieving family and how new information will be shared.
· Principal, or another staff member that is connected to the family
· Consider how the school community might be able to support the family.
· Set a date for a meeting to discuss this in one- or two-days’ time.


B. Before School Starts (Day 1): CIRT Checklist
 
Details that need to be attended to before school starts, if possible: 
·  ​​Brief office staff on how to respond to incoming calls.
· Prepare a written statement.
· Clarify which calls to refer to principal.
· ​In the event of a student’s death, leave their desk, artwork, and supplies in place for a period of time.  
· ​​Assess the need for counselling support for students and staff.
· Set up a Support Room (Student Information & Support: Setting Up a Student Support Room)
· 
· Set up counselling spaces
· If necessary, call in additional counselling resources.
· School community
· Surrounding schools
· Community agencies
· ​If possible, in the case of a death at an elementary or middle school, call parents of students in the class affected. 
·  Hold a meeting to inform staff and/or share the plan for the day.
· ​Identify closest friends of the deceased and other students of concern. Break the news in private, if possible.
· Prepare a script for teachers to use for sharing information. 
·  Determine whether there are teachers and classrooms that should have a counsellor or chaplain present when the news is shared.
· Provide staff with suggested activities to help students process.
· Provide staff with guidance on how to support students who are struggling.
· Using the Support Room
· Accessing counselling supports
· Connecting with parents of students who require further support
· ​​Order food for staff, as needed.
· Contact a parent advisory group to assist if appropriate.
· Set up food in the staff room or other staff gathering spot. 
 


3. During School Hours (Day 1): Checklist 
 
· ​​Craft a notice to be sent to parents.
· Include resources for supporting students with grief and loss.
· Post the letter to the school’s website, if appropriate.
· Prepare a written statement for the media if the death is likely to attract media attention.
· Refer any media inquiries to Principal/Media Spokesperson.
· ​​In the case of a student death, inform anyone outside the immediate school community that should be aware.
· Feeder schools, former schools, other potentially affected schools
· Former teachers and education assistants of the student
· ​​Monitor Support Room and counselling resources.
· Contact additional outside resources if necessary.
· Make sure staff take breaks when needed.
· Contact community suicide prevention team if a student suicide has occurred.
· Monitor staff.
· Bring in additional staff to cover classes if needed.
· Check-in with those most impacted.  
· ​​Lower the flag if appropriate.
· Traditionally, a flag is lowered from the time of death to the funeral date.
· Schools may have their own protocols in order to maintain consistency.
· Call the school police liaison officer if the crisis involves the police.
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