Procedure 2.07
Traumatic Incident Management

Version dated: 27 March 2007

Purposes
1. To ensure the safety and wellbeing of all pupils and staff in the event of a traumatic incident such as the serious injury or death of student or a staff member, or other traumatic incident

2. To ensure effective and appropriate is taken in the event of a traumatic incident or emergency
Procedure

3. Leadership
a. The principal, or in the principal’s absence, the most senior member of the teaching staff present should assume leadership.

b. The leader’s role is to ensure that appropriate action is taken. 

c. The leader should take an oversight role so as to maintain an awareness of what is happening. He / she should avoid becoming too involved in detailed actions.
2. Initial actions

a. Ensure safety of all students and staff
b. Inform relevant emergency services
c. Inform key personnel
i. Principal

ii. Board of Trustees Chairperson
iii. Senior staff
iv. Guidance Counsellor
3. Form a Management Team
a. organised by the Principal or a Deputy Principal

b. Include senior staff, administration staff, property manager, guidance counsellor, may later include Group Special Education representatives
c. Contact Group Special Education – phone 0800622222
d. Seek cultural assistance to ensure all actions are culturally appropriate

4. Inform all staff

a. Ensure information is accurate
b. In the event of serious incident or emergency
c. Verify agencies or people directly affected and bear in mind the privacy act.
d. Ensure all staff are aware of what is happening , what they should do, and what action is being taken. Include teachers, teacher aides, regular guest teachers, administration, grounds people, absent staff.

5. Document the actions taken

a. Arrange for someone to keep a record of actions taken

6. Prepare a written statement

a. The statement should be written with the audience in mind:

i. All school personnel
ii. Media
iii. Families
iv. Students
v. Board of Trustees
vi. Ministry of Education
b. Ensure the statement

i. Has accurate information - do not include information you are not sure of in your statement

ii. Has consistent information
iii. Avoids distressing detail
iv. Outlines school support for students which will provide physical and emotional safety 
v. Has cultural appropriateness
vi. Indicates one point of contact (name/number) for enquiries.
c. If possible seek Group Special Education assistance:
7. In the event of death or serious injury

a. Notify victim’s family that all students will be informed that there has been an incident. 

8. Appoint a media person

a. this person may need support and will need to know that
i. Accuracy is paramount
ii. “No comment” is rarely a useful option
iii. There is no such thing as “off the record” – anything they say can be reported
iv. The media liaison person is bound by the Privacy Act

9. Arrange a front desk person to

a. give out only the written statement and
b. direct enquiries to appropriate personnel.
10. Plan a whole staff meeting  as early as possible to
a. tell staff
i. What they need to know about the incident
ii. What they can say and to whom
iii. About assistance available to staff and students
b. and ensure teachers have skills to manage assistance put in place for students for whom they have concerns. 
11. Organise a system to monitor students
a. For changes in behaviour in all settings – class, playground, trips
b. Causing concern – you may need to contact their parents/families
12. Ongoing traumatic incident management
a. Internal communication
b. Student well-being
c. Staffing issues
d. Liaison with victim’s family
e. Communication with the wider community
13. Later
a. Review regularly
b. Update policy
c. Train personnel
14. Training & Preparation

a. Ensure annually that senior staff are briefed on this procedure and aware of their responsibilities should they have to take leadership
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