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MEDICINE HAT PUBLIC BOARD OF EDUCATION OPERATES AS MEDICINE HAT PUBLIC SCHOOL DIVISION,
AND FOR THE PURPOSE OF THIS DOCUMENT WILL BE REFERRED TO AS “MHPSD” AND/OR “DIVISION”

SECTION 300 — General Administration
ADMINISTRATIVE PROCEDURE: TRAUMATIC EVENT CRISIS

PROCEDURE CODE: 300 AP 003

Policy Reference: Exhibits:
300 — Emergency and Crisis Management

OVERVIEW

In the event of a critical incident the Division Traumatic Event and Crisis Response Team (herein
after referred to as the Response Team) will meet to determine the degree of crisis and necessary
steps to support students, staff, and families. It is the responsibility of the Response Team to
determine if the critical incident is classified as a traumatic event, a high impact crisis, or a low impact
crisis, and to determine the response accordingly, as per the Traumatic Event Systems Protocol. The
Traumatic Event Systems Protocol should be followed as outlined in this procedure.

The Response Team consists of the Superintendent, the Associate Superintendent of Student
Services, the Director of Psychology Services, Communications Officer, School Administration, and
the Family School Liaison Worker Team (FSLWs). Additionally, other staff may be called upon by the
Response Team as applicable, including, but not limited to, Health & Wellness, Occupational Health
& Safety, additional Central Office staff, Transportation Coordinator, teachers, guidance counsellors,
School Resource Officers, Mental Health Capacity Building Program Manager, success coaches, and
school bus drivers. Community partners may be called upon depending on the nature of the
incident. The Response Team convenes upon notification of a critical incident and meets to plan a
response to the incident and ensures all necessary supports and services are in place for students,
staff, and families.

DEFINITIONS

Primary Site — the site at which the critical incident has occurred and is most impacted by the event;
may also be referred to as Ground Zero.

Secondary Site(s) — additional school site(s) that may be impacted by the critical incident; for
example, these sites may include schools the student of concern previously attended, or schools
where they have siblings. Secondary sites may also be referred to as secondary trauma sites when
a traumatic event occurs.



Critical Incident — for the purposes of this policy, the term critical incident encompasses any
unexpected event that requires a crisis response, and includes traumatic events, high impact crises,
and low impact crises.

Traumatic Event — a highly unexpected event in which the magnitude of the trauma response is so
great that the system where the event occurred cannot effectively deal with the needs of its
members alone. Traumatic events impact multiple systems and require the support of additional
resources from outside the system in which it occurs, such as community partners, to respond
appropriately. In these cases, the ability to predict who is most likely to be seriously affected is
significantly diminished.

Crisis — a crisis occurs when a system (i.e., school and/or community) is confronted with a significant
change in current functioning due to a tragedy or loss that impacts the functioning of its members.
Crises are an expected event that is containable within the system where it occurs. The system and
its natural extensions have adequate resources to respond to the crisis and there is a high level of
predictability regarding who is most likely to impacted.

Critical Period — a unique but predictable time frame for increased symptom development in both
individuals and systems

Shadow Team —a team comprising of retired or substitute administrators, additional FSLWs, central
office, and other staff as assigned that is called in to support with the day-to-day operations of a
school during a critical incident.

PROCEDURES
Phase 1: Critical Response

1. Notification processes — notification of any critical incident must be reported to the
Superintendent as soon as school staff have been made aware of its occurrence. The
Superintendent will confirm the occurrence of the critical incident through communication
with the Medicine Hat Police Service, as required. The Superintendent notifies other key
personnel (as identified above) and calls the Response Team to meet. The Superintendent
notifies other Central Office personnel, as well as district school administrators of the critical
incident.

If Victim’s Assistance is involved with the family, they will act as a liaison between the family and school division by
obtaining consent to both inform and share information with the school division to respect the family’s privacy and
minimize intrusions during a difficult time.

2. *Deployment of Response Team - the Response Team is deployed to the incident site to
ensure all individuals on site have the opportunity to access support per their individual
needs. Should it be determined later on that the Response Team is no longer needed, they
will exit the site and remain on standby until otherwise directed. Deployment of the Response
Team to the primary incident site is not optional. Secondary sites may also request and
receive support independently of the primary site.

3. The Response Team meets to determine the type of critical incident, the degree of response
required, assembles additional members of the Response Team that are to be deployed to
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the incident site, and determines a communication point with the family, as well as obtains
consent to share information if not already provided through Victim’s Assistance. The
Response team also determines the need for shadow teams during this meeting; shadow
teams may include shadow administrators, FSLWs, Central Office staff, and any others as
determined by the Response Team. Shadow teams may be adjusted throughout the crisis
response as needed.

*School staff are notified of the critical incident by administration. Staff who are determined
to be most impacted by the critical incident meet to discuss supports and to ensure
appropriate supports are in place for students most likely to be impacted. An all-staff meeting
may be held in the morning depending on circumstances and the time of staff notification.

The Associate Superintendent of Student Services notifies community partners and
surrounding school divisions including, but not limited to, Medicine Hat Catholic Board of
Education, Prairie Rose School Division, Alberta Health Services Mental Health & Addiction
Services, Child & Family Services Southeast Alberta Region, Medicine Hat Police Service (if not
already notified), and Medicine Hat College, of the critical incident.

*Parent notification of the critical incident is provided by the Communications Officer and
includes information on supports and resources available to students and families. Office staff
at both the incident site(s) and Central Office are provided with a script to guide responses
regarding the incident; media inquiries are directed to the Communications Officer.

Students are notified of the critical incident by school administrators, along with classroom
teachers and district mental health supports such as the FSLW or the division psychologist if
parent notification ahead of time is not possible (i.e. the critical incident happens during the
school day). A script for speaking to students about the critical incident will be provided to
staff by the Director of Psychology Services.

*Mental health crisis supports are dispatched and put in place for students and staff to access
throughout the day. FSLWs and other required counselling supports (from community or
surrounding school districts) are available on site to students in both primary and secondary
locations. Mental health supports are triaged based on assessment of student need using
psychological first aid. Supports are determined and available on three levels: general
classroom interventions, individual interventions, and high-risk interventions. High-risk
students and staff that are identified will be referred to additional emergent mental health
supports outside of school for continuing care. Students and staff requiring follow-up
counselling supports are identified on site by mental health practitioners. *Therapy dogs are
also available to support students and staff as requested.

FSLWs and counselling staff will contact the parent(s)/guardian(s) of any students that are
predicted to be impacted or who have sought out support during the day. This may include
students who were not at school or who staff were unable to connect/debrief with during
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the day. At this time, they can discuss resources, strategies, and additional crisis supports as
needed.

In the event that evacuation of the incident site is required, the Communications Officer and
Associate Superintendent of Student Services will work with the Transportation Coordinator
to ensure the safe and timely evacuation of students, staff and others on site to reunification
site. Should the incident site need to remain closed for an extended period of time, an
alternative location for school operations will be arranged by the Superintendent (or
designate) to minimize any disruption to the learning of students.

The Response Team will determine the need for a parent and/or community meeting
dependent upon the nature of the critical incident.

The Response Team will consult with Kevin Cameron, Executive Director of the Centre for
Trauma Informed Practices, as necessary.

At the end of the school day, an all staff debrief meeting will be held to address staff
guestions, concerns, and discuss available support services, as well as to discuss any other
pertinent issues such as planning for the next day, continued supports available to students
and families, etc. The Director of Psychology Services, Superintendent, and school
Administrator will join the end of day debrief after a period with school staff only (10-15 min).

Phase 2: Stabilization (Two Week Period Following Critical Incident)

1.

During the two weeks following the critical incident there is a continued presence of the
Shadow Team on site to support with day-to-day school operations.

Additional counselling supports remain available to students at both the primary site and any
secondary sites. FSLWSs and other mental health team members work to coordinate longer
term supports outside of school for students and staff identified as requiring more intensive
follow-up support.

The Director of Psychology provides ongoing check-ins with site administrators and staff to
identify ongoing areas of need, students of concern, and any other additional supports that
may be required. Identified additional supports are provided in a timely manner, and may
involve extra FSLW support on site, liaising with community partners to deliver universal
interventions to students and staff, etc. Secondary sites also continue to receive check-ins
and ongoing supports as well. Supportive universal activities may be organized through the
school HUG or Success Coaches, as required.

The need for a parent or community meeting continues to be monitored by the Response
Team and one is provided should it be deemed necessary. MHPSD may liaise with sister
school districts and community partners to organize and host the community meeting.

A two-week follow-up debriefing session is held with administration and staff to determine
areas of need that may extend beyond the two-week critical period. Areas of concern that
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may be identified include students and staff who continue to be at risk, environmental
conditions that may be triggering, and the degree to which ongoing support that is required.
Information should be provided on the impact of trauma on systems at this time.

The Health & Wellness Coordinator attends a check-in during the stabilization period along
with the Director of Psychology and Administration to share resources and supports available
to staff.

The Occupational Health & Safety Officer reviews and debriefs Hour Zero protocols with the
Associate Superintendent of Student Services to ensure proper procedures were followed
during the incident. Consideration should be given to any policies or procedures that require
revising with future incidents in mind.

Refer to the MHPSD policy on memorials as required.

Phase 3: Future Planning & Considerations

1.
2.

Debriefs occur with the Response Team, school teams, and community partners as needed.

Special consideration should be given to the need for any additional resources for students
and staff, such as continued work with community partners, professional development, social
and emotional learning, and continued monitoring of high-risk individuals.

Assessment of the need for a parent 6r community meeting continues to be ongoing.

A critical analysis of the incident response should be undertaken, with attention given to
lessons learned or areas of further consideration for future critical incidents.

The Response Team and School Administration should continue to be mindful of upcoming
critical periods and plan for these accordingly, as per the Traumatic Event Systems Protocol.

*In the event of future critical incidents, it is prudent to be aware of the impacts of past critical
incidents on school staff and resources, including who should be assigned to assist as well as
when and where it is best for them to do so.

Division Traumatic Event & Crisis Response Team Responsibilities According to Role

*Indicates special consideration should be given to this task — see Traumatic Event & Crisis
Response Team Protocol: Special Considerations for Response Team document for further
details.

Superintendent of MHPSD (or designate)

e Receives notification of critical incident

e Notifies Medicine Hat Police Service (MHPS) of critical incident and/or confirms the
occurrence of the critical incident with MHPS

e Calls for a meeting of the Response Team

e Visits and/or contacts the site(s) of the critical incident

e Notifies the Board of Trustees and site superintendents of the critical incident
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Sends email notification of the critical incident to Central Office staff and other school
administrators; an all-staff email may also be sent if deemed appropriate

Assists in determining need for community or parent meeting either immediately
following the critical incident or during follow-up periods

Other tasks as needed

Associate Superintendent of Student Services

Notifies community partners and sister divisions of critical incident

Coordinates with Communications Officer and Transportation Coordinator regarding
transportation of students to safety, as required

Works in collaboration with the Communications Officer and Director of Psychology to
develop communication to families and community regarding the critical incident
*Requests coordination of substitute teachers and educational assistants

Pulls together shadow administration team for schools impacted by critical incident
Reviews and debriefs Hour Zero Protocols with the Occupational Health & Safety Officer
during the two-week stabilization period

Assists in determining need for community or parent meeting either immediately
following the critical incident or during follow-up periods

Other tasks as needed

Director of Psychology

*Notifies FSLWs of incident and creates a crisis response team comprised of division
FSLWs (additional supports from sister division FSLWs and community partners may be
requested dependent upon the scope of the critical incident)

Works in collaboration with. the Communications Officer and Associate Superintendent
of Student Services to develop communication to families and community regarding the
critical incident

Informs Mental Health Capacity Building Project Manager of incident and determines
what supports may be needed by Success Coaches

Determines if a school response team is required at a secondary site or for a secondary
group (i.e., teams, clubs)

Notifies secondary sites and puts supports in place as needed

Develops and/or chooses class script to notify students

Determines required classroom interventions

Ensures appropriate counselling spaces are set-up and available in primary and
secondary incident sites

Provides an end of day debrief for staff

Provides a two-week debrief and assessment of need for school staff

Works with the Health & Wellness Coordinator to ensure staff are provided with
information on supports and resources available to them
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Assists in determining need for community or parent meeting either immediately
following the critical incident or during follow-up periods
Educates staff on the impact of trauma within systems

Communications Officer

Handles any media responses and/or inquiries during and following the critical incident
Liaise with Response Team to determine the best mechanism and mediums for
communication regarding the critical incident.

Works in collaboration with the Director of Psychology and the Associate
Superintendent of Student Services to develop communication to families and
community regarding the critical incident

Coordinates with Associate Superintendent of Student Services and Transportation
Coordinator regarding transportation of students to safety as required

Assist with the development of a script for both Central Office staff and school site staff
regarding the critical incident

Site Superintendents

Remain at Central Office to support with required tasks
Check in with Administrators of school site(s) as required

Executive Assistant to the Superintendent

Arranges for refreshments (coffee, muffins, etc.) to be sent to school site(s) for staff
Other tasks as assigned

Transportation Coordinator

Coordinates with Communications Officer and Associate Superintendent of Student
Services regarding transportation of students to safety, as required

Notifies bus driver(s) of changes to student transportation, including any changes to
rider registrations

In the event of a student death, the Transportation Coordinator notifies the bus
driver(s) of the student’s passing

School Administrators

Notify the MHPSD Superintendent of the critical incident if aware of it first
*Determine tasks of shadow administration teams
o The primary focus should be on conducting the day-to-day activities of the
school to allow the administrative team to attend to their staff, students, and
their own needs
Leads the school-based Response Team
Notifies school staff of critical incident
Delegates tasks to others as required
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Assists with identification of at-risk students and staff, determining classroom
interventions, and locating appropriate counselling spaces

Keeps Response Team apprised of ongoing needs (at all levels)

Refers to MHPSD procedure on memorials in schools as required

Assists with tasks related to the removal of student belongings, such as cleaning out
desks or lockers

Connects with families to pick up student belongings as necessary

Family School Liaison Workers

Provide crisis mental health interventions using psychological first aid

Assess and triage the needs of students and staff

Utilize risk assessment protocols (VTRA, Suicide Intervention) as needed

Identify high risk students and staff and refer to appropriate community resources as
required

Collaborates with school administration to implement and adjust the response plan as
needed

Support with classroom interventions during both the crisis response and stabilization
phases

During the stabilization phase, liaise with community mental health supports to ensure
at risk students are connected to services as needed

Provide follow-up supports to students, staff, and families

Collaborate with HUG/Success Coaches and/or other community partners to deliver
universal interventions to students and staff as needed

Supports school administration and guidance staff as needed

Assists in determining need for community or parent meeting either immediately
following the critical incident or during follow-up periods

Other tasks as assigned by the Director of Psychology

Additional School Staff (Teachers/Guidance Counsellors/Advisors/Educational Assistants/Success
Coaches)

May assist in student notification processes and supports as determined by school
administrators

MHPSD Traumatic Event & Crisis Response Policies, Protocols & Procedures has been developed in accordance with and adapted from the
Traumatic Event Systems (TES) Model of Crisis & Trauma Response Handbook 2nd Edition (2019), North American Centre for Threat Assessment
& Trauma Response

Approved: October 7, 2024





