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Critical Incident Response Team Plan  2025
Team Members: 
Michael Ding – Managing Director 
Dene Collison – Operations & Quality Assurance 
Michael Ding & Dene Collison   –  Pastoral Care responsibilities and point of communication for  team.
What is a Student Critical Incident? 
A student critical incident is an unplanned or unforeseen traumatic event affecting a student or students which has an impact on the institution, its staff, its students and the wider community.
As a provider you have a responsibility to be prepared for and to respond quickly, effectively and sensitively to any student critical incident.
Policy:
Need for a Critical Incident Response Plan
As a TEO Tasman has a duty of care to staff and students to ensure staff dealing with the situation are thinking clearly, acting efficiently, communicating responsibly and working as a team to:
· To save the life of anyone at risk
· Inform those with the need and right to know
· Protect others from the effects of the event
· Minimize any  long term impact on the provider / industry reputation
· Restore normality 
· Mitigate the potential for a reoccurrence or resulting events where possible.
The function of the Critical Incident Response Team
In the event of an emergency, a response team may need to provide the necessary support for people immediately affected by the incident and to plan for active monitoring and longer term care of those concerned. 
The Role of the Student Critical Incident Response team 
As soon as notification is made of a student critical incident:
· Verify that the student(s) is from Tasman
· Student Critical Incident team to meet – (Michael, Dene & specific ethnicity)
· Ensure a clear understanding of the facts
· Select a person from the team to lead and manage the response (Either Michael or Dene) 
· Plan and approve the immediate response
· Plan and approve ongoing strategies
· Response manager to be point of contact for feedback and questions  (based on ethnicity)
· Response manager to maintain group communications and records and documentation (as above)
· Team leader to allocate individuals roles / responsibilities for ongoing tasks
· Deal with any other issues as they arise – (team leader in negotiation  with appointed support)
· Ensure appropriate support for staff/students during a critical incident
· Address legal requirements
· Address media requirements 
Critical Incident Response:  Example  
Death of a Student Checklist – Procedure:
1. Police -  (Team Leader)
Contact the Police or Police will be at the site then contact liaison officers. Establish that the family has been informed. Await police clearance to release information.  
2. Traumatic Incident Response Team  - (Michael & Dene) 
Set up a traumatic incident response team 
Appoint at least 2 staff (on site/ off site) 
Keep a written record of day-to-day log of events / actions / conferences with medical staff/
phone calls – who, time, why.
3. Embassy/Consulate - ( Ethnic support person) 
Contact the appropriate Embassy - support for parent / family and any regulations that may need to be followed especially with returning the body or ashes to the home country. In first 12 hours work with embassy staff and police to see   if family are coming to NZ and assist with visas if required.
4. Ministry of Education -  (Team Leader) 
Contact the Pastoral Care Manager Ministry of Education to report event and obtain assistance.
5. The Family -   (Ethnic Support Person)
Contact the family (following police initial contact) The family might require a letter to the airline to assist with getting urgent flights. 
Where family come to NZ the Embassy/consulate staff and school staff should meet family at the airport, and accompany family to the funeral or to the site of the accident (if family wish to visit). The family might wish you to organise accommodation.
The family will need to decide whether the funeral will be held in NZ or in their country of origin.
6. The Insurance Company -  (Ethnic Support Person)
Notify the insurance company as soon as practicable. Don’t use the claim form but speak to someone so information can be accessed quickly. 
· They will want to know details of what the family has decided 
· They will clarify what they will / will not pay for (in writing)
7. The Funeral Director -  (Team Leader)
Liaise in relation to family requests keeping note of the following:
· Ensure cultural/language support is in place as appropriate for the family 
· Death certificate (Different certificates are required depending on what the family decides – either cremation or burial.)
· Organisation of travel of body / ashes home.  (Note that it may pay to check any provisions around the transport of human remains with the particular courier company (via the airline).
8. Communications -  (Team Leader with support from ethnic support person) 
· Media/communications spokesperson identified 
· Media response developed. 
· All calls should be logged
9. On-going support – (Team Leader & Ethnic support person and external counsellor)
· Attend to the student’s belongings –secure as appropriate
· If student is in homestay situation liaise with family 
· Student’s family may require a lawyer in New Zealand (purposes of probate)
· Identify and provide support for students or staff including staff working long hours
· Identify the need for remembrance ceremony.
Code of Practice for the Pastoral Care of International Students
Critical Incident Tertiary Contact List
Please ensure Director has an updated copy at hand at all time.   	Date: 28/01/2025……….
Provider Name: Tasman International Academies            		Institution No: 7805
Contact List 
	Role
	Name
	Office contact
	After hours contact
	[image: MCWB01114_0000[1]] record contact made

	Quality & Operations 
Director
	Dene Collison/ 
Michael Ding
	09 3793468 #809 09 3793468 #808
	021 658079
021 2678418
	

	International Student Director/
Co-ordinator
	 N/A
	
	
	

	Pastoral Care 24/hr
Support Contact
	See above 
	09 3793468  #809
09 3793468  #808
	021 658079
021 2678418
	

	Accommodation
Co-ordinator
	As above
	
	
	

	International Co-ordinator buddy in nearby provider
	
	
	
	

	Interpreter: (language)
	Michael    (China)
	09 3793468 #808
	021 2678418
	

	Police Contact National
Wellington
	
	04 474-9499
	
	

	Police Contact local www.police.govt.nz
	Auckland Central Police station
	(09) 302 6400
	111
	

	Ministry of Education Tertiary  Advisor
	Trish Leddy
	09 632 9436
	
	

	Ministry of Education Staff  International Student Code of Practice
	Dot Bach
Manager Pastoral Care
	09 632 9511
	021 932 765
	

	Consulate/Embassy (country)
	India
	04)473 6390
	
	

	Consulate/Embassy (country)
	China
	04) 472 1382
	
	

	Consulate/Embassy (country)
	Korea
	04 )473-9073/4
	09) 379-0818
	

	Consulate/Embassy (country)
	
	
	
	

	Ministry of Health
-pandemic alerts / updates
http://www.moh.govt.nz/moh.nsf/indexmh/nz-influenza-pandemic-action-plan-2006
	
	Healthline 0800 611 116
	

	Ministry of Foreign Affairs and Trade 
-safe travel website
http://www.mfat.govt.nz/Media-and-publications/Features/999-Safe-Travel.php
	
	04) 439 8000
	

	World Health Organisation
-for updates and fact sheets 
http://www.who.int/csr/disease/avian_influenza/en/index.html
	
	+41) 22 791 21 11      
	info@who.int.



Where can I go to access more information?
Civil Defence www.civildefence.govt.nz
or contact Public Information Manager directly on 04 495 6835
Embassy contacts Locate contacts from any embassy in New Zealand via www.yellow.co.nz 
Airline contacts - for information regarding flights and bookings please contact the airline concerned directly http://www.aucklandairport.co.nz/AirportInformation/Passenger-information/Airline-contacts.aspx
Department of Labour for up to date practical, workplace-related information to help businesses prepare for a pandemic go to http://www.dol.govt.nz/initiatives/workplace/pandemic/index.asp
For guidelines that may help you decide on appropriate personal protective equipment to protect staff and children in your ECE/school/TEO and an article about Personal Protective Equipment (PPE) and practices and influenza pandemic preparedness go to http://www.dol.govt.nz/initiatives/workplace/pandemic/backstop.asp
Ministry of Economic Development - contains two separate sets of information to assist business continuity planning for influenza pandemics. Go to http://www.med.govt.nz/templates/ContentTopicSummary____14451.aspx
Centre for Disease Control and Prevention - background information about avian influenza, how it is spread, vaccines, outbreak information, travel advice and professional guidance go to http://www.cdc.gov/flu/avian/
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