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Policy Statement 
Kurnai College may become directly or indirectly involved in a tragic or traumatic event. 

The incident may involve loss of life, serious injury or emotional disturbance. The incident may occur 
in the College environment or outside. It may involve staff, students or those close to them. The 
network of those involved in a traumatic event can be wide, especially if it directly involves the College. 
Feelings of grief and loss may continue over long periods of time.  

Counselling and other supports as identified will be available for those that need it and for as long as 
they need it.  This may include many who do not seem to be closely connected to the event or the 
individuals involved. The College will do its utmost to assist and support families during and post crisis. 
While the College should operate as normally as possible, some degree of flexibility may be required. 

People will be given clear, accurate information at all times. A Critical Incident Recovery Team will be 
formed to manage the short and long-term effects. 

Our College will: 
 At all times adhere to the DET emergency management guidelines. 

 
Implementation: 
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Appendix A 
Critical Incident Recovery Plan (CIRP) 

Responsibilities and Procedures 

1. PLAN STATEMENT  

This Plan is an integral part of the Emergency Management processes of the school. 

2. IMPLEMENTATION 

2.1 The Recovery Team will be responsible for coordinating and implementing the Plan (refer to 
4.3 for the composition of the team).   

It will need to consider: 

 establishing the facts as soon as possible 
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 emergency message register 
 emergency contact list 
 evacuation and assembly of staff and students 
 cordon off area of ‘crisis’ 
 establish a Support Team and Communications Centre to: 

o manage information and phone calls  
o coordinate media requests for information 
o provide information to parents arriving at school 
o coordinate routine school activities – maintain where practical 
o notify students, staff and ancillary about the emergency 
o notify parents first,  and then siblings in the school 
o establish a recovery room and supervisor for affected students 
o establish a waiting room for parents 
o inform students 
o inform School Council 
o inform School Community by newsletter 
o monitor School Community’s reactions 
o liaise with outside agencies and emergency services 
o brief key personnel and review responses 

4.1 Recovery Room(s) 

Set Up Recovery Room 

 set up Library, and if necessary the Staffroom 
 empty adjoining rooms if possible and relocate to other rooms 
 screen windows 
 have available pens, textas, paper, scissors, envelopes, tissues 

Appoint Recovery Room Supervisors 

 First Aid staff  

Recovery Room Supervisors’ Responsibilities 

 keep calm 
 monitor students for shock reactions, provide first aid if necessary 
 encourage students to gather in small friendship groups rather than bigger ones 
 keep a list of students attending the recovery room �
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 discuss guidelines for informing students and ways of answering questions from them 
 give staff time to discuss this among themselves 
 provide a brief factual outline to others in the community on a need to know basis 
 inform staff as soon as possible about a serious emergency involving death or injury which 
occurs after hours, on the weekend or during the school holidays 
 inform staff as soon as possible about arrangements for holding a brief meeting before 
informing students at the start of the next school day 
 review with staff afterwards any issues and needs 
 provide staff with contact numbers for counselling or support services for themselves 

6. Informing Students 

Principal or senior staff 

 contact the bereaved family or police to ascertain what information may be released within 
the school 
 prepare a written factual statement, without graphic detail, for use as a reference by 
teachers when discussing the incident with students 
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Where:
 ________________________________________________________________________________  

How:
 ________________________________________________________________________________  

Nature and extent of injury:
 ________________________________________________________________________________  

 ________________________________________________________________________________ 
 ________________________________________________________________________________  
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Message taken by
 ________________________________________________________________________________  
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