Crisis Response Checklist

IMMEDIATE ACTION TO BE TAKEN

· Notify appropriate administrators.
· Superintendent or designee will VERIFY information.
· Notify the Crisis Response Team Coordinator. 
· Activate the School-based Crisis Response Team.  
SCHOOL PLAN OF ACTION

A.  Administrative Responsibilities

· Keep staff updated on events and circumstances.   
· Identify faculty/staff that are in need of mental health support services.

· Identify substitutes who can assist if needed.
· Emphasize the need to provide confirmed facts to control rumors.
· Be highly visible to show presence, support and control of situation.

· Make arrangements for rescheduling tests or other school activities if needed.

· Contact _________________ to provide additional assistance if needed.

· Contact family personally, offer support and advise them of the school’s planned response.

· If indicated by the nature of crisis, obtain information regarding funeral arrangements, home visits, food, flowers, and names of surviving siblings and their schools.

· Be mindful of cultural implications regarding grief and loss.  Provide assistance if the family has a language other than English.
Announcing the Crisis

· Use telephone tree to notify faculty before arrival back to school and/or place information in mailboxes at beginning of day (station a resource person nearby to answer questions).
· Meet with faculty, department chairpersons, and/or team leaders before school.  Provide information covering recommendations for dealing with crisis in the classroom and procedures for referring students for counseling.

· Announce crisis to entire school.

· Arrange to visit selected classes to speak to students.

· Follow-up with short faculty meetings, planning period meetings, or after-school meetings to review the facts of the incident and role of faculty in assisting with the crisis.

· Inform other parents of the critical incident by letter at the end of the day.

School Counselor Responsibilities

· Establish safe space for grief/crisis counseling (individual and group).

· Work closely with the building level Crisis Intervention Team to identify and coordinate crisis intervention personnel who can work with groups or individuals.

· Maintain a list of students counseled.

· Make follow-up calls to parents of students in distress and make recommendations for the parent to provide support.

· In case of a student’s death, follow the deceased student’s class schedule (in middle and high school) throughout the day or meet with the class of the elementary student to help classmates clarify their feelings and discuss concerns related to death.

· Identify, especially after a student suicide or other violent death, the deceased student’s close friends or friendship groups (e.g. sports teams, clubs).  Make contact with these students and/or their parents.

·  Follow up with students most closely affected by the event. 

·  Invite affected students to participate in short-term small group counseling.

· Follow up with staff members most closely affected by the event.

· Check with families most closely affected by the event.  Refer to community counseling agencies as needed.

Faculty Responsibilities

· Identify students who were close friends or students who would like an opportunity to attend a group or individual counseling session.

· Identify students obviously in distress and talk with them or have another student escort them to a group or individual counseling session.

· If a class has a large number of distressed students, notify the counselor or a member of the Regional Crisis Response Team for assistance.

· Shorten and structure assignments.  Postpone and reschedule tests as needed.

· Provide an opportunity for students to discuss the crisis, stages of grief, sharing of loss, and what they have learned.  Depending on the nature of the event/death, discuss private versus public information.  Ask counselor or Regional Crisis Response Team for support if needed.

· If students are restless, get them active and focused on a project for the family such as books, letters, pictures or ideas for a memorial service.

· Encourage a support network in school with peer counselors or team/club members.

· Maintain on-going communication with the counselor and/or CARE Team during and after the crisis.
Responding to the Media and Community

· Identify a spokesperson to remain in a specified area for easy access.  Develop a written statement or news release in cooperation with the Superintendent’s office.

· Set limits for media time/location.  Provide handouts of planned school activities to handle the loss/crisis.  Emphasize positive action being taken.

· Divert phone calls of concern and questions to the appropriate staff.
Memorial Services/Special Activities

· Make arrangements for excused absences for students wishing to attend funeral.

· Arrange for a staff person to remove the personal effects of the deceased from classrooms and lockers.  Items are returned to the next of kin by counselor, teacher, or the principal at a time that is convenient to the survivors.
· Discourage parental/familial participation in assemblies (other than as guests) until later date.

· Provide an area for staff and students who are uncomfortable in attending special activities.

· Ensure that the district has a policy for memorial issues. 
Ideas of what students can do:  Ensure district policy is followed!!!
· Discuss ways to memorialize the students or event (plaques, trees, sculptures (student-made), bench, garden, rock, yearbook dedication, showcase display, decorate locker, donate a book to the library, set up a scholarship fund).

· Collect money, clothing or food for the family if needed.

· Create a large card that students sign during lunch or breaks.
GUIDELINES FOR MANAGING THE QUIET ROOM
The quiet room should be located in a private space.  At least two people per 6 students should be available at all times.
When any of the following are present, a teacher should send the student to the quiet room:
___Student's level of emotional distress is not decreasing and is becoming disruptive to the overall class.
___Student is unable to participate in large group activities.
___Other students are beginning to feed on distraught student's response.
___Student requests permission to go to the quiet room.
___Student seems to be totally detached emotionally showing limited or no affect.  Student appears to be far away.
Once individual contact has been made and the student is calm allow the student to join a small group.
Small group activities in the quiet room are handled quite like those within the classroom.  Within the classrooms as well as the quiet room, tissue should be readily available.  Chairs should be placed in small group, arranged in a circle. Ask cafeteria personnel if they can provide refreshments for students in the quiet room. Sometimes just the act of eating is enough distraction to calm students.  Keep in mind that your goal is to give students permission to grieve or release feelings. However, if a child cannot be calmed, contact the parents.  A child should not be sent home unless accompanied by a close relative, preferably a parent.
The primary purpose of the quiet room is to provide a more private place for sharing and release of strong feelings.  It also offers opportunities for more individual support.
SAMPLE  ANNOUNCEMENTS

IN THE CLASSROOM (individual child’s loss)

Johnny will not be in school today.  His mother was killed in an automobile crash last night.  Her car was struck by a truck on Highway 10.  Johnny will be very sad for a long time.  Perhaps we can discuss some ways Johnny might be feeling and how we can all help him.

IN CLASSROOM (school-wide loss)
We have something very sad to tell you today.  Jennifer was driving home in the rain last night.  Her car swerved into an oncoming lane, was struck by another car and went off the road.  Jennifer died in the crash.  Perhaps we could take some time to discuss this before we start our lesson.

Sample Announcement

Students, I have some very sad, and unfortunately, bad news to share with you.  On the way to school this morning a traffic accident occurred.  John Smith, an eighth grade student in Mrs. Thompson's class was killed. At this time we have no other information.  Mr. Jones, our principal, is in contact with the family and will notify us of any arrangements regarding the wake and funeral.  Our crisis response team will be available throughout the day to talk with any students who feel a need.  

Sample Announcement

 Students, an unfortunate tragedy occurred to one of our students, John Smith.  He took his own life on October 12.  It is very sad that this has occurred, because suicide is a permanent end to a temporary problem.  Mr. Jones, our principal, is in contact with the family and will notify us of any arrangements regarding the wake and funeral.   Our crisis response team will be available throughout the day to talk with any students who feel a need.  If you or someone you are aware of is thinking or talking about suicide, please tell one of the staff so we can provide appropriate assistance.

Sample Announcement

Students, a terrible tragedy occurred to seven of our students. John Smith, Jim Jones, Allen Brown, Roy Davis, Bob Wright, Bill Mullins, and Dan Allen were driving last night on Rt. 47 when their car skidded off the road in the rain. All the students were killed instantly.  They were all seniors at the high school. 
This is a great shock for all of us.  We have planned some activities to help us experience our feelings and release them as a group. The principal will notify us of wakes and funeral arrangements.  Add any information about counseling available and how the day will be structured.

Sample Announcement

Our school has suffered a great loss.  Mrs. Scott, one of our fourth grade teachers, died of a stroke last night.  Since she died quietly in her sleep, her death was peaceful.  Our principal is in contact with the family and will notify us of any arrangements regarding the wake and funeral.

In addition our crisis response team will be available throughout the day to talk with any students who feel a need.  For now, let's take a few moments to share our favorite memories of Mrs. Scott.  How many of you were her students?  Could you tell me a little about Mrs. Scott.

SAMPLE LETTER FROM SCHOOL
Date: ___________________________

Dear Parents and Friends:

All of us at __________________ were deeply saddened by the tragic loss of two of our students __________________, a fifth grader, and __________________ a kindergartner, who died in a fire that destroyed their home on Thanksgiving morning.  We, the faculty, students, and staff of ________________________, wish to extend our deepest sympathy and heart-felt condolences to the families, relatives, and many friends and classmates. __________________ was a sensitive boy who had many friends at school.  His teachers appreciated the effort __________________ placed upon his schoolwork and his cooperative nature in working with other students and teachers.  Although __________________ had just begun his career at __________________, he had already made lots of new friends who will deeply miss him.  We join with the __________________ family in their loss.

In order to assist our students and staff in coping with the great sadness and shock of this tragedy, we will have support and resources at school today to assist us in dealing with our children and staff.  We will continue to have resources available to help us through this most difficult time.  If any of you or your family is upset and need assistance, please call me or our counselor, __________________.  If you notice a sudden change in your child’s behavior and/or health that is unexplainable to you, please contact us as we will continue to respond to any child who is upset or has problems in dealing with this tragedy.  There is assistance available and we care.

When an event of this magnitude touches one of us, it affects us all.  Our school is an important part of this community and we jointly share in the responsibility of the development of our greatest resource—our children.  This tragedy, which occurred during a time of Thanksgiving, causes each of us to review our priorities and to think more carefully about what is important in our lives.  Perhaps, from this comes a greater sense of family, community, and friendship.

Sincerely,

Principal

SAMPLE LETTER TO STAFF
To:

All Staff

From:

Principal

Date:



Re:

Coping with the Loss of ____________________________

The      (name of school)     Family has suffered a tremendous loss with the death of      (name of deceased) .  In order to help you through this day, we offer you the following suggestions:

1. Support is available for you.  Please send word to the office if you need assistance and/or coverage for yourself or to take students out who need counseling.
2. If you need a counselor to talk with your class, please send word to the office.

3. If students need a timeout place, please send students to the ____________.
A loss may often trigger memories of other losses children have experienced.  Continue to be extra sensitive to any changes in behavior among your students.  Some behaviors may include acting out, crying, clinging, denial, withdrawal, excessive talking and nervous laughter.
Some suggestions for dealing with grief:

1. Allow students to grieve.

2. It is OK for them to see you cry.

3. Be flexible in the day’s agenda.

4. Allow students time to talk about the tragedy.  Remember, they will deal with the tragedy at their developmental level.

5. Assist them in finding ways to express their grief, e.g. art, cards to the family, letter, scrapbook, pictures, etc.

6. Some students may wish to plan some type of memorial.  PLEASE DO NOT PLAN ANYTHING AS WE HAVE A SCHOOL POLICY FOR THIS.  TELL THEM TO WRITE DOWN THEIR SUGGESTIONS AND YOU WILL GIVE THE SUGGESTIONS TO THE COUNSELOR OR PRINCIPAL.
7. Grief may be ongoing and expressed in different ways.

A short staff meeting will be held immediately following dismissal to discuss further actions.
SAMPLE LETTER ANNOUNCING MISSING CHILDREN
Dear Parents,
As you may have heard through the news, three of our third grade boys are missing.  The children have been identified as _____________, ______________, and ______________ who are students at ______________Elementary School. 
Counselors and our crisis response team have been helping children and teachers deal with their feelings.  The crisis team will be available to discuss your concerns on _________(date)_____(time) __________(place)_____.  If you have any questions that we may answer now, please call our family services coordinator, ______________(name) at ___________(phone number).
SAMPLE LETTER ANNOUNCING MULTIPLE DEATHS
Dear Parents,
It is with great sadness that we share with you news of the deaths of our three young boys, ________________,_______________, and ______________________whose bodies were found yesterday.
Our crisis response team and counselors continue to respond to the needs of our children.  Many have asked what they might do to support the families of the children who were apparently murdered.  They would welcome personal notes of sympathy from you.  A memorial fund has also been established at the First National Bank in Berea.  If you wish to make a donation, please make your check payable to: __________Memorial Fund.  The check should be mailed to the bank at 275 Chestnut Street.
The death of a child is difficult.  A murder is even more traumatic.  Children need a great deal of support to feel safe. They need help making sense of this tragedy.  Please find attached some suggestions that may help you support and guide your child through his/her grief recovery.
If you have any questions or concerns regarding your child's reactions, please feel free to call _________(name) at __________(number).
SAMPLE LETTER ANNOUNCING FORMATION OF GRIEF SUPPORT GROUP
Dear Parents,
Our school counselor will be conducting a six week, closed, grief support group for children who have experienced the death of a close friend or family member.  The group will meet once a week at________(time of day) for _________(length of time). The group will begin on _______(date).  Please sign and return this letter indicating your permission for ___________________(son or daughter) to participate in the group.  If you have any questions about the group, please feel free to call _______________(school counselor) at _____________.
PERMISSION SLIP
____________________________(name of child) has my permission to participate in the grief support group.
______________________________Signature of parent or legal guardian
______________________________Date
Alternative Suggestion - Blanket Permission
Some schools choose to make a statement in the student handbook or in their policy section of their crisis plan which gives blanket permission for all students to participate in support groups.  
For example,
“Our school counselor will be holding various support groups for children throughout the school year.  Your child may indicate an interest in participating in any of these groups.  Please contact the school should you prefer that she not participate.  If you object after the child begins the support group, it is your right to withdraw the child from the group.”
Adapted from a document developed by Steve McElroy, Principal Investigator 
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