Critical Incident Team 

[School Name]
[School Year]
Preplanning

· update and review of the Critical Incident Response Plan
· Submit Response plan and Crticial Incident team membership to the Director of Programs and Student Services by the end of September
· review the plan with all staff including teachers, program support assistants, secretaries, custodians, bus drivers, cafeteria workers, and volunteers
· designate areas in the school for counselling and gathering centers
· identify available community resources, contact them and update list school list
· send outside resources a copy of the school plan and if possible meet to discuss the procedure
Planning

· principal is to be notified as soon as possible of an incident

· principal or designate gathers the facts 
· the Critical Incident Planning Team meets to determine the response, if any, to the event

· At the meeting determine what is to communicated to whom and how

· if after school hours , initiate a phone tree with scripted factual information of the event and initial plan
· if during the school day, convene a staff meeting to share factual information and the plan as soon as possible

· contact resource persons if necessary

· develop the initial response plan including community persons as needed
Responding
· meet with the Critical Incident Team as soon as possible after verifying the facts of an incident to determine degree of impact of the incident and whether to respond (use red and white School Emergency Planning and Responding Guide for assistance)
· refine the details of the response plan 
· staff meeting is convened as soon as possible to discuss plan 
· implement the plan
· monitor classes where assistance is necessary
· provide direct assistance to individuals and classes
· identify any individuals students and staff who may “at risk” or need additional support; maintain a list
· identify any individuals students and staff who may need to go home; call home if necessary
· be alert to absent students
· make decisions about follow-up
