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CRISIS RESPONSE MANAGEMENT PLAN 2000

Management Plan Introduction

Crisis is defined as a traumatic event or emergency condition that creates hardship, fear, or grief.  Crisis Management is having a planned response to an unforeseen crisis.

Galena City Schools and Project Education Charter School recognize the need for careful planning before a crisis occurs, utilizing available resources and efficiently working together with community agencies to resolve or intervene in a crisis situation.

A goal of this District is to protect the safety and well being of students, faculty, and community in any crisis which might occur in the School District. 

A trained district team will provide assistance as determined by the building principal or designee in the event of a crisis situation. This team will follow a planned procedure in dealing with other agencies, the news media, emergency services, and community members.

Typical Crisis to Address In A Crisis Plan

Accidents at school/field trips

Intruders/trespassers

Fire/explosives

Bomb threat

Shooting

Suicide/suicide threat

Weapons threat

Hostage

Dangerous weather

Natural Disaster

Rape

Riot

Assault 

THE BEST-WRITTEN PLAN IS ONLY AS EFFECTIVE AS THE TRAINING OF THE STAFF THAT WILL IMPLEMENT IT.

Crisis Response Plan

Immediate Action Checklist

1. Verify the facts.  The Principal or designee should contact law enforcement, medical authorities or family to verify if indeed a crisis did occur and the magnitude of it.

2. Notify the first person you can reach on the list.

Galena City School


656-1205

Project Education Charter School
656-2053

Dorm



656-2116/2100

Carl Knudsen, Superintendent

H-656-1940
W-656-1883


Jim Foster, Assist. Superintendent  

H-656-2202
W-656-1205

Jim Smith, Principal


H-656-2259   
W-656-1205

_______________, PECS Principal

__________
__________

Jody Brown, Counselor
          

H- 656-2196   
W-656-1205

Shirley Johnsrud, Counselor


H-656-1942
W-656-2053

Monica Patera, Dorm Manager



June Dullenty, Dorm Counselor

H-656-2213
W-656-2100/2112

Dave Noffsinger, PECS Dorm

H-656-2100


Rena Mesack PA



Emergency             656-1266

Maureen Sutman, Mental Health

656-1617

Miriam Jensen, Mental Health



W-656-1617


Gerald Meese, Law Enforcement

Emergency 
     656-1277

Brother Bob Rusika, Clergy


H-656-1240

Mitch Lewis, Clergy


H-656-2225

Parent, Agnes Sweetsir


H-656-1245

Student 

3. Assemble the Crisis Response Team

· Co-Leaders

· Counselors

· Hospitality

· Coordinators-Student and Activities

· Communication Manager

PECS Telephone Tree
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Shirley Johnsrud

Counselor

H-656-1942

W-656-2053

Jody Brown

Counselor

Jim Foster

H-656-2202

Carl Knudsen

H-656-1940

W-656-1883

June Dullenty

Dorm Counselor

David Noffsinger

Dorm Manager

656-2100

__________

H-________

W-________


Telephone Tree/Organizational Plan

The purpose of the telephone tree is to relay the information received on to the next person on the list.

If the person following your name does not answer, call those following the name until notification of all is facilitated.  Be sure to verify that the person you could not reach is called repeatedly until contact is made.

The following is the essential information to be passed along, and the manner in which to do so:

1. Begin by making one statement such as, “I’m sorry to have to call with sad (difficult, tragic) news.” This gives the receiver a minute to prepare for hearing something difficult. 

2. Don’t drag it out once you’ve given them the preparation statement, tell them the following:

· That there has been a death (tragedy) involving a student, (staff, etc) from your building. Then tell who died, when, and the mode of death, if known. Tell the person of the before-school meeting, the time, and that more information will be shared at that meeting.
· Do not speculate, participate in rumors or enlarge.
· Remind the person spoken to , to adhere to the telephone outline.
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Procedures
The following plan will be implemented immediately upon notification of any tragic incident.  This plan is twofold: It helps identify youth at high risk and in event of an unexpected crisis, the plan will provide a supportive environment and network to respond to the needs of students and faculty. Please familiarize yourself with the following plan and refer any questions regarding your role of participation to the principal or counselors.

Pre-Planning: (overview)

1. The school PRINCIPAL will be the principle coordinator for planning and implementing action during a crisis. In his/her absence, the Assistant Principal or the Counselor will assume this responsibility. 

2. All staff members will attend an in-service on crisis prevention. Each member will be given an assigned task during a crisis.

3. Secretaries/designee will be briefed and provided instruction for handling crisis-related telephone calls.  All members on the crisis response team will be notified through the organizational telephone tree.

4. A plan for notifying all staff, arranging pre-school meetings, and the location for safe rooms or lock-ins will be posted. 

5. A designated person will be responsible for reporting to media/community.

Overview of Responsibilities In A Crisis

Scenario: Suicide

· Call principal

· Call superintendent

· Verify facts

· Crisis team notified

· Used telephone tree

· Held staff meeting

· Prepared a statement

· Made safe room assignments

· Had a ready/tool bag prepared

· Offered sibling support

· Contacted/supported significant others

· Informed secretary/telephone personnel

· Contacted outside resources

· Specified direction of phone calls

· All students accounted for

· Assigned roamers

· Conducted debriefing for staff/students

· Helped with family and final arrangements

Crisis Response:  Step-by-Step Procedure

· Assess life/safety issues immediately.

· Provide immediate emergency medical care.

· Call police/rescue first.

· Call Principal and start phone tree in action.

· Convene the crisis team to assess the situation and implement the crisis response procedures.

· Notify necessary contacts, i.e., family, and guardians.

· Alert school staff to situation.

· Activate the crisis communication procedure and system of verification.

· Secure all areas.

· Implement evacuation or other procedures to protect students and staff from harm.

· Alert persons in charge of various information systems to prevent confusion and misinformation.

· Plan staff meeting

· Identify students and staff most affected

· Call subs as needed

· Contact appropriate community agencies using school spokesperson only.

· Implement post-crisis procedures.

· Set up Safe Room

First Responder:

· Determine seriousness of situation

· Provide medical treatment if necessary

· Call police or rescue

· Notify Principal and start phone tree

Principal:

· Notify co-chairs 

· Notify parents/guardians of students involved.

· Notify the District Office.

Co-Chairs:

· Convene Crisis Team to assess situation and plan Crisis response procedures

· Gather facts while maintaining confidentiality

· Delegate the tasks within the crisis.

· Alert school staff to situation

· Update team members as new information is learned.

· Inform student body at the appropriate time.

· Secure all areas/or implement evacuation/lock-in procedures.

· Alert persons in charge of information to prevent confusion or misinformation.

· Coordinate educational efforts, follow-up needs, and adjustments to the plan.

· Implement post-crisis procedures.

Crisis Response Team Roles

Co-Leaders:

1. Makes the decision to initiate the Crisis Response Team.

2. Initiates the Crisis Response Plan.

3. Leads the Crisis Response Team planning meetings.

4. Contacts parents (family members)

5. Organizes staff/students debriefing after crisis.

Counselor:

1. Coordinates with Mental Health Counselor.

2. Provides individual counseling for students/staff/family

3. Remains available after crisis for continued support.

Hospitality:

1. Finds a room where affected people can gather.

2. Makes sure the room is supplied with:

· A helping adult volunteer

· Kleenex

· Water

· Simple snacks

Coordinators:

1. Coordinates all activities.

2. Makes facility schedules.

Communication Manager:

1. Writes script for community and media messages.

2. Takes telephone messages.

Crisis Management Planning: Staff Skills Inventory

Name:______________________________________
Position _________________________

Please check any of the following in which you have expertise or training.

EMERGENCY RESPONSE:

___First aid


___Search and Rescue

___Law Enforcement Source

___CPR

___EMT 

___Emergency Management

___Critical Incident Stress Debriefing

___Fire Fighting

___Mobile or Cellular Phone - Type:_____________________________________________

STAFF WITH SKILLS IN MEDICAL CARE:

Name:_____________________________________
Training_________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

STAFF WITH COMMUNICATIONS TRAINING/EQUIPMENT:

Name:_____________________________________
Training_________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Listing of Staff Assignments In Crisis Process

Assignment







Name

1. Ultimate Decision Making



_____________________________

2.   Training for Staff




______________________________

3.   Crisis Team Coordinator



______________________________

4.   Communication to Staff/Students


______________________________

5.   Evacuation/Lock-in/ Shelter



______________________________

6.   Building Security




______________________________

7.   Information to Media/Public



______________________________

8.    Family Contact




______________________________

9.    Keeper of “Ready Bag/Tool Kit”


______________________________

10.  Roamers During School Day


______________________________

11.  Log Attendant




______________________________  

12.  Law Enforcement Liaison



______________________________

13.  Student Accounting/ Release


______________________________

14.  Coordinate Emergency Assistance


______________________________

15.  Travel with Student for Medical Treatment

______________________________

16.  Management of Safe Room



______________________________

17.  Support Counseling for Staff.


______________________________

Sample Staff Assignments and Description of Tasks

Principal

Oversee, monitor and delegate responsibilities of team and staff.

· Verify facts of crisis, respecting family’s privacy.

· Notify superintendent

· Notify crisis response team coordinator

· Schedule before-school meeting

· Notify staff via telephone tree

· Have planning meeting with crisis response team

· Consider action to keeping students on campus

· Decide what/how much information will be shared

· Prepare announcement to be read to students

· Make decisions re: need for outside resource people

· Make plans re: need for family visit

· Consider coordination efforts of memory activity

· Plan for updating all concerned as events unfold.

· Consider need for legal counsel/building security

· Make preparations for ‘regular’ day and scheduled events

· Identify staff person to handle rumor control and disseminate authorized information.

· Contact all building personnel regarding their roles
Building Counselor

· Be familiar with crisis response plan

· Provide general in-servicing to staff ahead of time about:

· Reflective listening

· Need for clear information

· Student’s search for meaning at these times

· the dynamics and needs of children in grief

· That there is no expectation that the teachers become instant counselors—they are to refer students about whom they are concerned.

· The anticipated responses to grief, process feelings

· How to refer students for help

· Resources from outside school to help

· What to look for in identifying students at risk

Crisis Team Coordinator

· Be familiar with building crisis response plan

· Coordinate with building counselor regarding ‘in house response.

· Plan fall in-servicing with counselor

· Anticipate needs based on ‘local knowledge’ help with initial planning of response

· Help determine best use of crisis response team members and outside resource people.

· Discuss expected impact of even and reaction of students, staff and parents/Guardians.

· Reinforce the value of suspending curriculum to talk about the loss as students indicate the need

· Reinforce need for students to be informed in classrooms rather than in large assemblies or over the PA

· In case of impending death, injury, illness, begin planning as soon as details are known.

Media Liaison (Administrator or Designee)

· Review ‘media’ section…this is important!

· Work to protect students and staff from media

· Work with medial to give information as necessary and appropriate

· State and reinforce everyone’s right not to talk with media,

· Talk with staff regarding what information is appropriate to communicate with medial and who has that role.

Central Communications

· Take notes on all staffing, meetings, flyers, announcements, etc. and be the ‘inside source for information and rumor control.
· Receive all information coming into the school.. This is the person who needs to have all the facts. Work with administration (clerical staff) on a standard message to be given to parents, media and others who call the school wanting information.
· Be informed of any parent meetings or other support services being offered.

Teachers

· Announce the tragedy to your class or ask for a crisis team member to do so. Stay in the room so you know what your students hear and how they react.
· Be emotionally available to students as they process the loss. Model expression of feelings.
· Resist the temptation to ‘take away the pain’ and try to allow students to process this and make their own meaning form it.
Crisis Management "Toolbox"

Ready Bag Contents Checklist

___
Responsibility checklist - who does what?

___
Faculty roster with emergency phone numbers.

___
Phone lists of community emergency numbers, school numbers, and other resource

numbers.

___
List of staff with First-Aid, CPR, and EMT training.

___
School map with location of exits, phones, telecommunications equipment, keys to


all doors, and first-aid kits.

___
Map of evacuation route.

___
Blueprints of school buildings.

___
Student roster with phone numbers of parents/guardians.

___
Master schedule.

___
Identification name (role) tags, sign-in sheets.

___
Sample statements/letters to notify staff, students, parents/guardians about crisis.

___
Pens/magic markers.

___
Communication device.

___
Batteries.

___
First Aid Kit.

___
Facial Tissues.

___
Sample Forms. 

___
Legal pads.

___
Drinking water containers.

___
Nutritional snack.

Action for Specific Crisis Potential or Incidents

Violence

· Assess situation

· Diffuse/call for help


· Alert Staff

· Separate All Involved

· Attend Victims

· Notify police

· Notify superintendent

· Incident report

Student Unrest

· Assess situation

· Secure entry/exits

· Notify police and principal

· Activate for help

· Lock down if necessary

· Incident Report

Loitering

· Identify self

· Purpose of presence

· Ask to leave

· Summons help (call police)

· Notify principal

· Incident report

Incident fight

· Summons help

· Speak loudly

· Disperse crowd

· Separate/ “Cool down time”

Incident Report

1. What happened?

2. When did it happen?

3. Where did it happen?

4. Who was involved?

5. What action was taken?

Building Crisis Response Staff Planning Meeting

· Introduce the Crisis Team

· Review facts.

· Summarize the assignments

· Announce safe room.

· Designate staff gathering place.

· Discuss/validate feelings.

· Discuss impact of the event

· Announce press protocols

· Offer coverage of classes for teachers who need a break.

· Hand out pertinent forms

· Give time/place of next meeting.

After Crisis Verification

· Notify Principal

· Activate telephone tree for Crisis Team

· Assign team members specific jobs

· Prepare formal statement

· Plan staff meeting

· Identify students & staff most affected

· Determine if additional resources are needed

· Call subs if needed.

· Provide guidelines to staff

· Set up and staff safe room

· Announcements 

After School Meeting

· Give staff a chance to be free to express their feelings and reactions to their day.

· Catch them up on details from the day.

· Give them updates/news of funeral arrangements, if known.

· Determine next day’s plan.

· Review emergency evacuation and /or protection plans if appropriate.

· Review responsibility of staff. Provide handouts if appropriate. Possibly go over signs of depression.

· Ask what staff would like for ongoing support.

· Make a list of students of concern or describe referral process.

· Remind all school staff to keep an eye on at-risk students and report concerns to the school counselors.

· Remind them of support services and tell them to take care of themselves, as well as students.

· Share your appreciation of some things which went well or efforts of others, as well as students.

Questions to Get Staff Started In Unloading Some of the Day's Stress

· What all happened for you? What events occurred for you today?

· What kinds of reactions have you had?

· What parts worked well?  Which could be improved?

· How could you have felt more supported during the day?

· What could we do to provide support to you right now?

· What additional resources do we need in the near future?

Ask for Medical Information:

· Prescription medication (prescribed by whom? For what?)

· Substance abuse (type and frequency)

· Chronic illness (student and/or family)

1. Make contact with parents (not date, time and their reactions)

2. Refer parents to community and/or regional mental health service/counselor.

3. Be prepared to follow up.

4. Additional comments/observations

5. Keep copies of this form on file in the school.

______________________________________________________________________________
· Suicide Ideation – low risk (thoughts of killing self, no plan for following through).

· Suicide Threat-Medium Risk (saying or doing something which indicates desire to kill oneself)

· Serious attempt-High Risk (well thought out, knows when, where, and how with a low probability of rescue)

“SLAP”

S= How specific is the plan?

L= Lethality of the method?

     A= Availability of the method?

    P= Proximity of help?

BE SURE TO LOG ALL INTERACTIONS WITH STUDENTS

Before School Meeting

· Administrator

· Support classified staff, including bus drivers, cooks, custodians and aids

· Provide coffee, rolls and tissue

· Review facts of the death or crisis and any unique circumstances

· Summarize the assignments and responsibilities of the team and the staff.

· Review ‘right-to-privacy’ guidelines. 

· Go over specifics of safe room.

Teacher’s role:

· Share information with students or be in room is designee does so.

· Discuss/validate feelings, experiences.

· Keep semblance of schedule, but make accommodations.

· Send students to safe room as appropriate.

· Expect confusion, crying, disruptive behavior; act compassionately.

· Respect the wishes and privacy of the family.

· Discuss impact of the event

· Be available as the situation demands.

· DO NOT talk to the press.

· Get coverage for a class if you want a break

· Contact the office if you want support

What Teachers are not expected to do:

· Solve all problems; take the hurt away, become instant counselors.

· Hide their tears/feelings.

General

· Anticipate/ask what staff needs.

· Suggest possible beginning thoughts/phrases.

· Tentative arrangements for memorial.

· What can school and Crisis Response Team do to be greatest support?

· Give time/place of after school or next meeting

· At some point, mention appreciation of staff efforts.

Confidentiality Statement for All Team Members Involved

Professional ethics and confidentiality are most important. Response team members, believing in the worth and dignity of the individual and that it is their professional responsibility to fully respect the right to privacy, will comply with all rules and regulations of confidentiality set forth by the district.

Confidentiality of personally identifiable information includes, but not limited to:

· Student or staff names

· Names of student or staff’s  family members 

· Personal identifiers, such as address, telephone, social security numbers.

· Any other information which would reveal identity.

Confidentiality will not be abridged by any response member except:

· Where there is a clear and present danger to student, staff or another person.

· To consult with other designated team members when it is in the best interest of the student/staff member.

· When the student/staff member waives this right in writing.

· During confidential debriefings for staff development purposes.

Whenever response team members respond to a school’s crisis call, they are acting as a volunteer and are therefore required to follow the school’s policies and procedures and defer decisions to the building administrator.

My signature below certifies that I have read, fully understand and agree with the information above and agree to abide by these procedures. My signature also indicates that I understand that the good will of the response team depends upon, another other things, keeping information confidential.

Member:_____________________________________Date____________________

Member:_____________________________________Date____________________

Crisis Management Plan - Crisis Response

Intervention Checklist/Flowchart

Use this checklist during a crisis response to monitor and document activities. This checklist could be used during practice and training sessions for staff.

School______________________________________   Area _____________________________

Date/Time Response Initiated ______________________________________________________

Description of Incident ___________________________________________________________

Task




       Who


      
Completed
Verify/gather information
_________________________


Yes
No

Notify other Team members:
_________________________


Yes
No

Notify police/emergency
_________________________


Yes
No

Notify Principal


_________________________


Yes
No

Notify Superintendent

_________________________


Yes
No

Notify Parents if Necessary
_________________________


Yes
No

Identify most affected

  Student /staff:


_________________________


Yes
No

Identify spaces for

  Crisis management activities
_________________________


Yes
No

Prepare Public Announcement
_________________________


Yes
No

Inform Faculty/staff

_________________________


Yes
No

Alter Bell/Schedule

_________________________


Yes
No

Select students who should

  be contacted.


_________________________


Yes
No

Schedule faculty meeting.
_________________________


Yes
No

Conduct Day 1 debriefing
_________________________


Yes
No

Set up a safe room if needed
_________________________


Yes
No

Crisis Management Planning Checklist

· Define crisis for your school plan.

· Decide who will be in charge during a crisis.

· Select your Crisis Response Team

· Develop appropriate policies and procedures for handling crisis situations: before it happens. When it happens. Post crisis follow-up.

· Train the Crisis Response Team.

· Establish a law enforcement liaison.

· Establish a media liaison and plan for communicating with media.

· Establish a working relationship with community service providers and develop a list of telephone numbers and contact persons.

· Establish an organizational telephone tree.

· Create or reserve space for service providers involved in crisis management and for meetings.

· Develop and provide forms to assist in crisis management.

· Develop a plan for emergency coverage of classes.

· Establish a code to alert staff.

· Develop a collection of readings.

· Obtain legal review of crisis response procedures and forms.

· Hold a practice crisis alert.

· Establish procedures for annual in-service of new staff and update/review for all staff.

Crisis Response Team Summary Sheet

Date   ________________________________

School _______________________________    Principal _______________________________

Team Members _________________________________________________________________

Type of Incident ________________________________________________________________

Sequence of Events

Who notified team:  __________________________________________ Time:______________

Time team arrived at school/scene: ______________________________

Time Team left the scene: _____________________________________

Total days involved: _____________________ Hours: ______________

Team Activities:


Staff Meeting before school

_______Yes

______No


Staff Meeting after School

_______Yes

______No

Letter to Parents


_______Yes

______No

Classroom visits (number)_______________


Number of student contacts______________


Number of staff contacts________________


Media Contacts _______________________


Team critique session_____________


Critical Incident Stress Debriefing________________

Comments___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Crisis Management Evaluation: Staff Questionnaire

In order for us to improve our school crisis plan and to provide feedback to the Crisis Response Team, please take time to complete this evaluation.  Thanks!

Please return to ___________________________________    by_________________________

SCALE 1= Very Helpful   2= Helpful  3= Not Helpful    NA= Not applicable

· Notification prior to school (phone tree)

1
2
3
NA

· Before-school staff meeting



1
2
3
NA

· Availability/function of Safe Room


1
2
3
NA

· Crisis Response Team Members presence

1
2
3
NA

· After-School meeting



1
2
3
NA

· Presentations by Team during meetings

1
2
3
NA

· What was most helpful for you about the response?______________________________________________________________________________________________________________________________________________

· Suggestions for improvement of team’s initial response and intervention:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Is there in-servicing or training that would help in further crisis response?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Communication Plan

One of the most important parts of a plan is communication. Who tells what to do to whom and when. Incomplete information only fuels rumors. Communication must be ongoing and should be closely followed up. This can build trust and credibility with the school and the community. 

The most important thing is to VERIFY THE FACTS.  The principal or designee should contact law enforcement, medical authorities or family to verify if indeed a crisis did occur and the magnitude of it. 

The following steps are necessary to prevent rumor control:

· Identify and notify internal groups

· Designate staff to answer the phone.

· Identify and notify key communicators in community 

· Provide accurate and timely information to the media.

· After the immediate crisis have a public meeting if appropriate. 

A media representative will be notified at the appropriate time to assist with providing necessary information only. The following individual should be contacted by the Galena Schools ________________________________________________.

· A preliminary announcement will be provided to the designated spokesperson. Truthful, direct information without sensational details provided as early as possible, would tend to dispel rumors.

· In case of a suicide or other death, invite identified friends of the deceased to meet at a selected site. Young people take part better in a group with peer’s support. 

· Avoid calling a large assembly to discuss suicide or unintentional death. However, the use of an assembly to communicate to students the readiness of school personnel to be supportive would be appropriate.

· Members of the response team will be designated to respond to inquiries form parents or other community members other than media.

· Caution must be exercised to avoid dramatizing a death. Small active gestures such as planting a tree, writing a poem would be effective.

· Students will be advised by team members to respect the wishes of the family before attending funeral services or making written contributions. A faculty member may contact family for their wishes and advise the students.

Guidelines for Announcements

This list will help to remember many things to cover.

A guideline for announcements might be:

· Begin with one sentence of warning----“We received sad news.”

· Tell who died and basic information on how.

· Acknowledge that these events bring up lots of different feelings for different youth.

· Name some of the expected feelings (sadness, anger, fear shock)

· Stress that it is important for all to have respect for each other, and compassion.

· Share information about availability of the gathering (safe) room set aside for students

· Purpose of room (to talk, share feelings with others, draw, make cards)

· What behavior is expected of them in the safe room.

· That they’ll need to sign in and out.

· Please do not suggest students going home for the day. These decisions/ issues will be worked out in the safe room.

· Mention that they need to be where there is an adult presence.

· Predict with students how day might go, weaving in and out of talking about the event and doing their schoolwork.

· Talk about the school day remaining pretty much on schedule.

· Share that you can take some time now to just talk about how this is for them.

Discussion starters might include:
· Had any of you already heard of this? How did you hear?

· Some of you had probably had other people in your life die (let them tell)

· How many of you knew ______________?

· What do you think this might be like for the family?

· What kinds of things have people done for your family at times like this that helped?

· Are there things we’d like to do for ________________’s family?

Media Guidelines

Regarding the press:

The only means to inform the general public is by mass media. We must provide prompt and accurate information. Any misinformation can create confusion.  Isolated quotes from individuals are usually incomplete or misleading and MUST BE AVOIDED.  

· Assign a media liaison person.

· Call them before they call you

· Do not allow press on campus set up meeting off school grounds.

· If the press show up, intercept them at the door.

· Use humor! But clearly stand your ground.

· Identify a time and neutral place to meet with them

· Have an official statement prepared

· Give honest answers.

· Encourage them to come to a meeting to get their story.

Announcing the Crisis

· Announce as soon as facts are verified

· Make the announcement for all students at the same time

· Make the announcement from a formal written statement

· Make the announcement to small groups of students (classroom).

· Validate feelings

· What happened

· Who was involved

· What is happening now

· What information do I need

· What will happen next.

Sample Announcements

“One of the most important parts of the plan is communication, who tells what to whom”

          VERIFY THE FACTS………….DO NOT BREACH CONFIDENTIALITY

Student Suicide:

T0:

School Faculty

From:

Principal

Subject:
Student Crisis

Date:

________________________ committed suicide early Saturday morning.  As a faculty we extend our sympathy to ______________________________ family and friends.

We encourage all students to consider the tragic nature of this death and to realize that death is final.  John’s death is a reminder to us all that the act of taking one’s life is not an appropriate solution to any of life’s problems nor is it an act of courage.   Please let your teachers know if you would like to talk to a counselor or another staff member.

Funeral services for John will be held in _____________________and there will not be a memorial service in this area.  Expression of sympathy may be sent to (name and address).

Sudden Death From Accident or Illness

Sudden Death From Accident or Illness of Which Students May Be Aware.

As many of you are aware, we were sorry to hear that _________________, a student in the 11th grade of our school, died on ___________________ from injuries in a car accident.  The funeral arrangements have not been completed.  As soon as we learn the funeral plans, we will announce them.  Those of you who want to discuss your feelings about _________________’s death should obtain a pass form you teacher to go to the _____________________.  This help will be available throughout the school day.  Let us have a moment of silence….Thank you for your cooperation today.

General Needs Assessment:

In regard to (be specific about crisis), _______________________________________________

______________________________________, we are attempting to organize follow-up.

Please indicate names of anyone you feel may need support due to this tragedy.

Student (s): 
_________________________________________________________________



_________________________________________________________________



_________________________________________________________________

Staff:

_________________________________________________________________



_________________________________________________________________



_________________________________________________________________

Family/Friends: _________________________________________________________________



_________________________________________________________________



_________________________________________________________________

Others:

_________________________________________________________________



_________________________________________________________________



_________________________________________________________________

What would be supportive for you or your class at this point?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please return to ________________________________________________ as soon as possible.




(Counselor/Administrator/Team Coordinator)

THANK YOU FOR ALL YOUR EFFORTS…

Typical Crisis to Address In A Plan

Bomb Threat

Bomb threats must be taken seriously. Several considerations must be addressed when dealing with a phoned-in bomb threat. 

· How valid is the threat based upon the information received? 

· Does the caller provide enough information to make you think a bomb may truly exist?  

· Would there be a greater loss of life if a bomb were to go off while students are evacuating the building than if they remain in classes? 

In the final analysis, a great deal depends upon the phone contact. If the person that receives the bomb threat is aware of the responsibility in filling out the telephone profile, your job is made easier. Where uncertainty exists, evacuation must be the rule rather than the exception. Only if school experiences repetitive called-in bomb threats and the administrator is reasonably certain based on the nature of the information received that the call is a prank, should alternatives to evacuation be considered.

Action Plan

· Person who takes incoming call must fill out a copy of the ‘Telephone Procedure for Bomb threat” form. 

· After receiving this form, the administrator in charge makes the determination for future action: Evacuate building, call emergency number __________, School Safety and Superintendents Offices immediately. Notify Transportation that buses are needed to transport students if necessary.

· If police or fire personnel are called, evacuation may be necessary if there is a clear and present danger. Law enforcement agencies will take charge of directing a search of a building for explosive devices.

· In an emergency situation such as a civil disturbance, fire, explosion or other man made disaster, the administrator in charge and all other school personnel must take instructions from the emergency personnel on campus, until such time as the situation is brought under control. 

Bomb Threat Telephone Call Procedure/Checklist

DO NOT HANG UP THE TELEPHONE. USE ANOTHER PHONE TO NOTIFY THE POLICE!

Time of call:_________________________

Record of exact words used by caller:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ASK:

What time is it set for? ___________________________________________________________

Where is it?____________________________________________________________________

What does it look like?___________________________________________________________

Why are you doing this?__________________________________________________________

Who are you? __________________________________________________________________

TELEPHONE VOICE CHECK LIST: 

_____Man             _____Woman         _____Child

Sound of Voice: 

___Calm   ___Upset  ___Nervous   ___Rude  ___Vulgar ___Intoxicated   ___Speech impediment  ___Accent

Other: ________________________________________________________________________

BACKGROUND NOICE CHECKLIST:

___Music  ___Children  ___Talking  ___Airplane ___ Traffic___ Computer  ____Machinery

Other_________________________________________________________________________

Keep Individual on telephone as long as possible.

Use another telephone to notify Administrator at:   _____________________________________




            Superintendent at: _____________________________________

Date:__________________________ 
Received by: __________________________________

Campus Emergencies

If advised by Administrator/Principal or designee to stay in your room, take a roll call and count of students. Take the protective actions appropriate to the type of emergency:

If Indoors:

· Keep students away from windows and outside wall.
· Take shelter under desks, tables and heavy furniture.

· Move from under light fixtures and other suspended objects.

· Shut off or disconnect any electrical or gas operated appliances.

· Be alert for any developing threats such as broken water pipes or electrical wires

· Communicate roll count of students and situation to the person in charge when safe to do so.

· Be prepared to evacuate if advised to do so and follow the evacuation plan.

· Be prepared to evacuate following modified evacuation procedures when directed by emergency personnel.

If Outdoors:
Following the training procedures for the specific types of emergencies which may include some of the following.

· Move away from building to open space

· Avoid overhead wires and utility poles.

· Lie flat, face down and maintain a low posture until notified all clear.

· Keep students assembled and take roll count of students.

· Do not light fires or touch any fallen wires.

· Do not enter building until authorized to do so.

· Be prepared to follow instructions from emergency personnel on scene.

· Be alert for instructions for administrator.

Cancelled School or Early dismissal

· The Administrator/designee will notify parents, faculty, and students via radio and telephone when school will be cancelled.

· The Administrator will determine if school is to be dismissed early and of the time the dismissal should take place.
· The Administrator will notify local bus drivers, local radio and parents of early dismissal.
Evacuation/Relocation from a Building:

Instruction and practice in the emergency evacuation of buildings shall be given during the first week of school. Fire drills should be practiced monthly.  Along with regular fire drills, the following procedures should be developed:  

· A directive to evacuate can be issued by the site administrator.

· Evacuate students to the primary safe area unless directed to go to a secondary location.

· All persons will leave the facilities by moving along assigned routes in an orderly manner, remaining calm at all times.

· Close all doors behind you. DO NOT LOCK DOORS.

· A 100 % accounting of students, faculty, and staff will be completed and verified.

· All students shall remain under the authority of the school staff.

· All vehicles will be moved as necessary to allow access of emergency equipment.

· All persons will remain in a safe area until receiving verbal notification from on-site administrator to return to facility. DO NOT CONSIDER THE BELL AS A SIGNAL TO RETURN. IT MIGHT BE A MALFUNCTION.

· Teachers must take attendance records/grade books out of the building with them and develop a method to account for all students.

· Clearly stated instructions and exit maps with regular and alternate routes shall be posted in high-profile locations in and around the building site.

· Contingency plans must be made to provide for extended periods away from the classrooms.

· Support personnel shall be instructed to take medications and student emergency cards from the building during evacuation.

· An action plan for securing the area and restricting access to personnel after the area is evacuated.

Lock Down/Shelter-In-Place Procedures

· The principal/on-site-administrator or public safety authorities will implement the shelter-in place options for classrooms or other areas of the building.
· Take steps to isolate students and personnel form the external environment during immediate danger or hazardous materials incidents. This should include closing all outside doors and windows and turning off A/C and air handling systems.
· All students and staff should seek shelter by moving away from outside windows, doors, air ducts and ventilation systems.
· In a lockdown, specific sections will be designated to areas that reduce exposure to outside windows and doors.
· A 100 % accounting of students will be completed and verified.
· The on-side administrator will give notice when it is safe to resume normal activities.
· The safety personnel must have keys to secured areas.’
Medical Emergencies

1. First-aid procedures should be started immediately.

2. If further emergency aid is required, the administrator will call the Medical Response person. Be prepared with following information:

(a) Type of emergency.

(b) Address and location on campus. Be Specific!

(c) Have someone meet the medical provider.

(d) Inform parent, guardian, or a family member. If parents request hospitalization, they must make the necessary arrangements.

(e) If a student is to be transported to a hospital, a staff member should accompany the transport.

3. If an injury is non-accidental the police must be notified immediately and a written report should follow as soon as possible (within 24 hours). If a crime has been committed, the scene should be preserved until police/fire authorities have investigated. 

4. All statements to the media must be given by the Superintendent’s Office’s designated spokesperson. The important issue is to avoid transmitting erroneous or conflicting information to the media

Missing, Unaccounted-for Student

Contact: 

· School Attendance Recorder ________________________  Telephone _________________

· Administrator ____________________________________  Telephone _________________

· Police Department ________________________________   Telephone _________________

· Alaska State Troopers _____________________________   Telephone _________________

1. Usually, the student’s family initiates a missing student report. When the parent  or guardian calls to report the student missing, the following information should be obtained.

(a) Time student usually leaves or arrives home. Is this an unusual occurrence?

(b) Route student travels-walk, bike, vehicle, bus, snow machine, etc..

(c) Immediate friends-does the student stop by a home of friends at times?

(d) Description of clothing, backpack, etc..

(e) If student is from dormitory, when was he/her last seen? Where? Check community relatives or friends. Search dorms, school, and adjacent buildings.

2. If a student is missing on campus and cannot be found after a reasonable search, school administrator, parents and police should be notified immediately.

3. If a student is discovered missing from a district supervised activity off campus during school hours, police and administrator should be contacted and a search instituted immediately.

Suicide

The following plan will be implemented immediately upon notification of any tragic incident.  This plan is twofold: It helps identify youth at high risk and in event of a suicide, the plan will provide a supportive environment and network to respond to the needs of students and faculty. Please familiarize yourself with the following plan, and refer any questions regarding your role of participation to the principal, or counselors.

Suicide Prevention - Pre-Planning: (overview)

1. The school PRINCIPAL will be the principle coordinator during a crisis. In his/her absence, the Assistant Principal or the Counselor will assume this responsibility. 

2. All faculty members will attend an in-service on Suicide prevention and suicide crisis. Printed materials on suicide prevention will be available.. 

3. Secretaries will be briefed and provided instruction on handling of crisis-related telephone calls and other requests for information from the community.

4. All designated faculty members on the crisis response team will be notified by phone tree.

5. A list of available spaces will be posted which might be needed for necessary meetings.

Procedure for Suicide Threat or Attempt

Step one: Identification

Identify the individual who has threatened to commit suicide. This can be done by anyone in the building: (teacher, student, peer or self-referral, parent, etc.) An adult should remain with the student until the intervention process concludes.

Step two: Evaluation/Intervention

1. Notify the PRINCIPAL, Assistant Principal, or the Counselor with personal knowledge of a suicide threat or attempt.  It is necessary to review the concern, obtain information, and assess the seriousness of the situation.

2. Inform the student that the parents will be notified.

3. Notify Parents or family members and with their help, determine if suicide is substantiated.  If so, enter into a "no suicide" contract with the student.

4. The Principal will notify the Superintendent if a decision is made to respond to the crisis.  After that decision is made, the first step is to contact and prepare the following Crisis Response Team Members.

5. Discuss referral with parents/guardians and obtain permission to refer to outside agency.  Issue follow-up letter.

______________________________________________________________________________
· Suicide Ideation - Low risk (thoughts of killing self, no plan)

· Suicide Threat  - Medium Risk (saying or doing something which indicates desire to kill self)    

· Serious Attempt - High Risk (well thought out, knows when, where, and how, with low probability of success)

S=HOW SPECIFIC IS THE PLAN?

L=LETHALITY OF THE METHOD?

A=AVAILIBILITY OF THE METHOD?

P=PROXIMITY OF HELP?

Warning Signs of Suicide

Verbal:

· Direct statements like “I want to die” or “I don’t want to live anymore.”
· Indirect statements like “I want to go to sleep and never wake up,” “They’ll be sorry when I’m gone,” or “Soon this pain will be over.”
Behavioral:

· Looking sad, crying spells
· Increase or decrease in sleeping or eating patterns.
· Lack of energy, listless, bored, gloomy.
· Moody, angry and destructive, or boisterous, shifting to withdrawal.
· Indecisive, can’t concentrate, seems confused.
· Spending increased time alone.
· Loss of interest in hobbies, sports, school, or job.
· Drop in grades. Inability to complete assignments or pay attention.
· Giving away possessions.
· Making final arrangements—will, insurance, funeral.
· Increased risk-taking, such as driving recklessly.
· Previous suicide attempt or episode of suicidal thinking.
· Sense of guilt, self-reproach, and low self-esteem.
· Increased use of drugs and alcohol
· Neglecting personal hygiene and appearance.
· Recurring themes of death, self-destruction in poetry composition,
· Writing assignments or art work.

· Lack of plans for the future, seeing nothing positive in the future.
· Change in sexual behavior or interests.
Situational:

· Loss of significant relationship, difficulty with parents.
· Problems with school or employment
· Trouble with the law
· Unwanted pregnancy
· Serious physical or mental illness
· Recent move.
· Family disruption, dysfunction, (unemployment, illness, divorce)
Suicide - What to do and What Not to Do

· Take anyone who talks about suicide seriously.

· Be aware. Learn the warning signs.

· Trust your intuitions that the person may be depressed and thinking of suicide.

· Get involved, be available and genuinely show interest and support.

· Be direct. Ask if he or she is thinking about suicide, talking openly.

· Be willing to listen without interruptions. Accept the feelings. Avoid

· telling  the person to “feel better” or behave differently.

· Be non-judgmental, not debating whether suicide is right or wrong or

· if feelings are good or bad. Avoid lecturing on the value of life.

· Avoid giving advice or making decisions for someone else.

· Don’t try to call a bluff, daring someone to carry out suicide.

· Avoid confrontation. Be empathic.

· Avoid acting shocked. This puts distance between you.

· Offer hope that alternatives are available and problems can be solved.

· Without offering glib reassurance.

· Let family and friends know, and suggest they express concern and

· Spend time with the person, at least until the crisis passes.

· Get help from persons or agencies specializing in crisis intervention and suicide prevention.

· Don’t be sworn to secrecy.  Avoid promising not to tell anyone.  Take action. Remove the means: (guns, pills, snow-go keys, alcohol).

· Stick by your friend so they do not feel alone.

The Intervention

· Gather the facts:

· Demographics

· Signs and Symptoms

· Resources

· Identify the Groups

· Gather RESPONSE team

· Coordinate

Suicide Incidence Response Plan

1. Administer first-aid if necessary.  CALL 117 or 656-1266 (clinic, ambulance) or have another person do so as first-aid continues.

2. DO NOT LEAVE THE STUDENT until relieved by emergency personnel or crisis staff.

3. Take steps to ensure safety of the student in question and all other students from further danger.

4. Clear students and other unauthorized personnel from the area and out of sight, if possible.

Procedure for Completed Suicide

Action to occur when suicide is reported:

· The person who has the information about a completed suicide should be directed immediately to the principal. The person reporting this information should be asked to keep the information confidential. The principal must then verify facts through appropriate channels.

· After the principal has verified facts, he/she convenes the Crisis-Response team. As the staff meeting the principal will:

1. Present the facts.

2. Discuss the guidelines for classroom discussions.

3. Ask staff if there are any members who feel uncomfortable talking to students and ensure them that help is available.

4. Remind teachers to identify students who may be at risk.

5. Review Crisis Management Plan document with staff.

6. Inform staff of who is available to help.

7. Staff is to encourage students to stay in school.

8. Students in need of support are to be sent to counselors or Crisis-Team members.

9. The schools are not to dramatize the incident (memorial services

10. At school, closing school for funeral, posting formal notices concerning funerals or memorial events at the school)

11. Arrange for students and staff that wish to attend the funeral 

12. To do so.

The principal visits family after the funeral is over and….

1. Follow-up with students identified as “at risk”.

2. Debrief staff and arrange counseling if necessary.

3. Remove personal belongings of the student.

4. Reconvene the Crisis-Response Team and review the events and

5. actions taken.

6. make any recommendations for changes in procedures.

Needs of Students

· An honest accounting of facts and relevant details.

· Some understanding of the biological aspects may be helpful.

· Reassurances about safety and security:

· Understanding that the disease was not contagious; that they aren’t at risk.

· Knowing that the perpetrator has been captured..

· Opportunity to verbally or actively process the event”

· Talking, drawing pictures, listening to stories, hearing others talk.

· Opportunity to ask questions. Respectful and honest answers.

· Time for his to sink in.

· To address issues again and again…

· To know how the family is doing, whether there will be a funeral, etc.

· Opportunities to be actively involved in doing something helpful.

· To be able to grieve in the environment and with the others in the context in which the deceased was known.

· To express their feelings, share memories, cry together.

· May need to repeat certain things or ask the same questions over and over.

· For adults to model having feelings.

· Lots of assurance, need feelings and experience validated.

· An opportunity to say “good-bye”

· Encouragement to realize that love goes on.

· Help understanding that the pain eases over time as we talk and cry, that time plays an important role—that they will not feel this way forever.

· Support from adults that going in and out of grief is fine—that the intermittent experiencing of grief allows helpful breaks for fun and reprieve.

· Support their thoughts and feelings and still expect appropriate behavior.

· Continued structure; maintain disciplinary code with some flexibility.

· Stable environment, predictable schedule.(exceptions are announced.)

REMINDER:

· Kids sense if something is wrong-NOT addressing it is leaving far more to deal with over a long time than doing what you really can do now.

Trauma Intervention - Guidelines for Debriefing

Introductory Phase

· Opportunity for sharing

· Ground rules:

1. What is said here stays here.

2. No put-downs.

3. No interrupting.

4. Speak only for yourself.

Fact Phase

· Person’s roll

· Chronology of events

· What was said, heard or smelled

Thought Phase

· Personal thoughts at the beginning

· Personal thoughts when exposed to worst part of the event.

Feelings Phase

· Feelings during initial warning

· Feelings during worst part of incident

· Current range of feelings regarding incident

Reaction Phase

· Behavioral signs of trauma/stress/grief

· Cognitive signs of trauma/stress/grief

Education Phase

· Normal responses to abnormal events

· Information about normal trauma and grief response

Action/Re-entry Phase

· Planning for safety, security, low stress and support 

· Referrals

Suicide Confrontation Form

      Date: _______________________________

Student’s Name _________________________________ 

Age ______                Sex:  M   F              Grade: _______

Parent’s/Guardian's Name:_________________________________________________________

Address: ______________________________________________________________________

Home Phone __________________________          Work Phone __________________________

Recorded by ____________________________       School ______________________________

1. Reason for referral:  (who referred, referral incident) _________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Direct questions to use in confrontation.

· Are you thinking of Suicide?

· Do you have a plan?

· Have you had these thoughts before?

· Do you feel hopeless?

· Do you understand the finality of death?

3. Ask for Medical Information: 

· Prescription medication (prescribed by whom? for what?)

· Substance Abuse (type and frequency)

· Chronic Illness (student and/or family)

4. Make contact with parents (note date, time and their reactions)

5. Refer parents to community and/or regional mental health service personnel and/or

      school counselor.

6. Be prepared to follow up.

7. Additional comments/ observations

8. Keep copies of this form on file in the school .

*Suicide Ideation - Low Risk (thoughts of killing self, no plan for following through.

  Suicide Threat -   Medium Risk (saying or doing something which indicates desire to kill self)

  Serious Attempt - High Risk (well thought out, knows when, where, how with a low probability

                                                 of rescue)

S- How specific is the plan?

L-Lethality of the method?

A-Availability of the method?

P-Proximity of help?


BE SURE TO LOG ALL INTERACTIONS WITH STUDENTS


No Suicide Contract for Students

No Suicide Contract - 1
I PROMISE THAT I WILL NOT DO ANYTHING THAT COULD RESULT IN MY DEATH FOR AT LEAST 24 HOURS. 

I WILL CALL _______________________________FOR HELP.  IF THIS PERSON IS NOT AVAILABLE, I WILL CALL______________________________________.

I WILL NOT DO ANYTHING HARMFUL UNTIL OR UNLESS I AM ABLE TO REACH THIS PERSON.

Signed: _________________________________________    Date _______________________

Witness: ________________________________________    Date _______________________

No Suicide Contract - 2

If I feel tense and depressed in school, I will tell the principal, counselor, or teachers how I feel. 

If at home and alone, I will call my Mom or Dad at work to tell them how I feel.  

I WILL NOT DO ANYTHING TO HURT MYSELF WITHOUT ASKING FOR HELP FROM SOMEONE.
Signed: _________________________________________    Date _______________________

Witness: ________________________________________    Date _______________________

Weapons and Dangerous Instruments on Campus.

All persons are prohibited from carrying or possessing a weapon or dangerous instrument on school grounds with the expectation of those with written authorization form the Superintendent.

The following points should be considered when any person, including a student, appears on campus with a weapon:

· Discover the nature of the weapon.  If it is a deadly weapon such as a gun or explosive, notify the law enforcement agency immediately.

· Notice the appearance and state of mind of person with weapon. Does the person appear angry, agitated, under the influence of alcohol, duress, etc.? If you have any doubts, notify law enforcement personnel immediately.

· DO NOT TRY TO DISARM THE INDIVIDUAL.

· If careful evaluation of situation indicates, inform the individual that weapons are not allowed on school grounds and ask them to turn it over for safekeeping. If they refuse, become hostile and upset, notify the law enforcement personnel immediately.

· Under no circumstances should any heroic attempts be made that would endanger the lives of students or staff. If  the person appears intoxicated, mentally or emotionally unstable or highly agitated, the proper law enforcement agency should be notified immediately and the area cleared.

Students are to be directed to the nearest classroom or staff office until the situation is clear.
Post-Crisis Planning
Follow-up to A Crisis Intervention

Following a crisis intervention, staff, students and crisis team members often feel exhausted and wish that things could just return to “normal.” The community of the school, however, has frequently been permanently affected both by the loss of a student and by the experience of witnessing the grief of the students.  Concern for long-term outcomes lead to the following suggestions:

For Students:


· Drop-in groups in counselor’s office over lunch.

· A ten-week grief support group under leadership of trained staff.

· Introducing grief and loss materials into the curriculum of health classes.

· Making materials (flyers) on grief available in library.

For Staff:

· Participate in educational session reviewing grief dynamics.

· Review of crisis response plan and how it works.

· Set up an evaluation session to get feedback about how the intervention worked for the staff.

· Offer a drop-in group/support group for adults impacted by the crisis.

For Parents:

· Participate in session on how to support a grieving child.

· Consider a parent volunteer group to provide physical and social activities in the school or homes.

· Bring in additional professionals to provide specialized education around a suicide or unexpected death.

It is critical that the school recognizes the long-term impact of a death and accepts the responsibility to continue the excellent modeling that the intervention provides.  Students need to know that adults will give them permission, in structured settings, to take their own time in completing their grief work.

Sample Information Sheet to Share with Parents

Helping Your Child after a Disaster:

Children may be especially upset and express feelings about the disaster. These reactions are normal and usually will not last long.  Listed below are some problems you may see in your child:

· Excessive fear of darkness, separation, or being along;

· Clinging to parents, fear of strangers

· Worry

· Increase in immature behaviors

· Not wanting to go to school

· Changes in eating/sleeping behaviors

· Increase in either aggressive behavior or shyness

· Bedwetting or thumb sucking

· Persistent nightmares

· Headaches or other physical complaints

The following will help your child:

· Talk with your child about his/her feelings about the disaster. Share your feelings too.

· Talk about what happened. Give your child information he/she can understand.

· Reassure your child that you are safe and together. You may need to repeat this reassurance often.

· Hold and touch your child often. 

· Spend extra time with your child at bedtime.

· Allow your child to mourn or grieve over a lost toy, a lost blanket, a lost home.

· If you feel you child is having problems at school, talk to his/her teacher so you can work together to help your child.

Please reread this sheet form time to time in the coming months. Usually a child’s emotional response to a disaster will not last long, but some problems may be present or recur for many months afterward. 

Roles of Peer-Counselor/Leader

It is not recommended that students assist in the crisis response. But often toward the end of the day, they may feel a sense of loss in not having been a part of the grieving process with their peers.

Peer Counselor Leader (Staff or School Counselor)

· Familiarize yourself with crisis response plan.

· Arrange an in-service for the peer counselors on the concept of crisis response and their possible responsibilities.

· Coordinate peer counselor response efforts”

· These should be very limited in scope.

· They should be for only one period of the day.

· It is best to encourage peers to be in an adult supervised setting.

· Keep a log of their activities/contacts

· Provide a de-briefing for all peer counselors.

· Take all relevant information form peer counselors (students at risk) to after-school staffing.

Peer Counselor Student

· Meet with peer counselor leader for plans of the day.

· Keep logs of contacts and report students thought to be at risk.

· Refer all suicidal friends/students.

· Assist in response efforts only as requested and defined by supervising staff.

Safe Rooms

The Safe Room is set aside for people to gather in the aftermath of a tragedy with one teacher per six students. It is not whether the Safe Room is used by a large number of kids that makes it useful, or whether or not they use it at all, but it is just knowing that they can that  builds a bridge to safety for them.

Remember that we don’t have all the answers, the important gift you have to offer is your willingness to be present and to listen. 

Guidelines for Safe Rooms

· Listen, observe, validate, and reflect.

· Have a sheet to sign in and out.

· When giving student information regarding the tragedy, stick to the facts that have been released by the school’s administration. (read a memo) and do rumor control.

· Encourage students to remain in the Safe Room or to be in their classrooms. If they decide to go home, see if a phone call to a parent would help them make it through the day at school. Sometimes it works to have a parent tome to the Safe Room to be with their child.

· List students who may need follow-up services. Network/refer students to other resources if appropriate.

· Encourage students to leave for lunch.  Take a break when you feel the need.

· Encourage students to express themselves through drawing pictures or writing letters. Have a variety of activities available.

· There will be different expressions of grief such as shock, denial, or confusion. Let the student be in charge of their feelings…but discourage drama!

· Allow students to choose the length of the Safe Room Stay.

· Refer students to counselor if needed.

ALL THAT OCCURS IN THE SAFE ROOM IS CONFIDENTIAL

Helpful items to have on hand include: chairs, tables, big pillows, food, (non-sugar) drinks, Kleenex, materials for writing, drawing, age-appropriate books, tape player and relaxing music. 

Activities: Talking, sitting, writing, coloring, walking, listening to music, quiet time, working on assignments, having time to ‘feel safe enough to feel”. 
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