
Crisis Checklist  Updated June 2019 by renae_walker@bismarckschools.org  
 
Crisis: The word “crisis” in the Chinese language is depicted by 2 characters: danger and 
opportunity. Though a school crisis can be difficult, seize the opportunity to create positive 
dialog and change. 
 
Goal: Return school to a normal routine environment as quickly as possible while facilitating 
healing and growth.  
 
Note: Each crisis is unique, so you may not need to do some things on this checklist, or you 
may need to add other items as needed. 
 
The Community Relations Office will inform the Supt./Asst. Supt. and Community Crisis Team. 
 
Notification/Planning: 
___  Notify the principal and Community Relations Office (701-323-4091; 701-527-4611). 
___ Verify information and seek further details from law enforcement, family, etc. 
___ Decide whether to activate the Community Crisis Team or only use school resources. 
___ Identify a team leader. Use the Debriefing Checklist below to assign responsibilities.  
___ Coordinate planning with school administration, counselors, etc. 
___ Notify faculty as soon as possible via phone and/or a meeting. 
___ Refer media inquiries to Community Relations. 
___ Arrange space for team members to meet (not in the faculty lounge). 
___ Establish a “comfort center” with tissues, water, etc. 
___ Notify siblings’ schools and nearby schools, if appropriate. 
___ Identify and reach out to groups that may be impacted (sports, music, church, etc.). 
___ Identify and reach out to close friends or at-risk students who may be most impacted. 
___ Maintain school routines/schedules, but some tests may need to be rescheduled. 
___ Stop any school correspondence that may be sent to the family. 
___ Rearrange classroom seating as needed. 
 
Family Contact:  
___ Identify someone for ongoing communication with the family. 
___ Contact the family personally and offer support, condolences. 
___ Keep the family in the loop about what’s being said/offered to students. 
___  Obtain information regarding the funeral, visitation, home visits, food/flowers, 

surviving siblings’ schools, close friends, wishes of the family, etc. 
___  When appropriate, return personal items to the family from student locker(s). 
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Information Dissemination: 
___  Prepare student announcement to present the facts, possible feelings, and who to 

contact or where to go to talk further. 
___ Complete the Biographical Sketch below. 
___ Decide if staff handouts are needed re: children’s reactions to death/tragedy available 

at www.bismarckschools.org, Departments, Community Relations, Crisis Team.  
___ Conduct staff meeting to discuss plans for the day, the announcement, counseling 

referrals, etc. Identify staff who need support/assistance reading the announcement. 
___ Have staff announce the loss to the entire school during the same period, if 

appropriate. In some cases, such as elementary school, it may just be to that class. 
___ Discourage gossip, but encourage discussion, questions and counseling referrals.  
___ If needed, separate closest friends of the deceased for a small group announcement. 
___ If appropriate, send an email to parents with facts and who to contact with questions. 
___ Staff and administration should be highly visible to show presence and support. 
 
Counseling Services:  
___ Meet individually or in small groups with the deceased’s closest friends/others. 
___ Identify students and faculty who are in distress and develop a counseling plan. 
___ Check in with students who have experienced recent losses, are at risk of suicide, or 

have serious emotional issues. 
___ Encourage referred students to identify quieter peers who are also distressed.  
___ Maintain a list of counseled students and ongoing plans to touch base. 
___ Contact parents of distressed students and recommend support/outside agencies. 
___ Involve affected students in positive activities: letters, pictures, memory books. 
___ Discuss viewing and funeral protocol to prepare students who plan to attend. 
___ Have counselors available at the funeral home/church to support students. 
___ Follow up with affected students. 
___ In the instance of a suicide, it may be necessary to have a parent meeting about 

warning signs, for example, if parents are expressing a need for such a session. 
 
Follow-Up: 
___ If appropriate, send message to other parents with the funeral plans. 
___  Arrange for excused absences for the funeral; students to be accompanied by an adult. 
___ Facilitate staff and/or Crisis Team involvement in the funeral. 
___ Continue follow-ups and referrals of high risk students. 
___ Reschedule any cancelled activities, if necessary. 
___  Review policy JCA regarding memorials on school property; memorials are not 

appropriate in cases of suicides. 
___ Debrief/thank staff and Crisis Team; coordinate ongoing responsibilities.  
___ File appropriate reports. 
___ Anticipate anniversary dates and plan accordingly. 
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Debriefing Checklist: 
 

1. Family follow-up: By whom_____________________ When___________ How________ 
Name/relationship:___________________________ Contact info: _________________ 
Name/relationship:___________________________ Contact info: _________________ 
Name/relationship:___________________________ Contact info: _________________ 
Name/relationship:___________________________ Contact info: _________________ 
Name/relationship:___________________________ Contact info: _________________ 
 

2. Staff follow-up: By whom_______________________ When___________ How________ 
Name/relationship:____________________________ Contact info: ________________ 
Name/relationship:____________________________ Contact info: ________________ 
Name/relationship:____________________________ Contact info: ________________ 
Name/relationship:____________________________ Contact info: ________________ 
Name/relationship:____________________________ Contact info: ________________ 
 

3. Student follow-up: By whom_____________________ When__________ How________ 
 Name/relationship:______________________________________________________ 

Student follow-up: By whom_____________________ When__________ How________ 
 Name/relationship:______________________________________________________ 
Student follow-up: By whom_____________________ When__________ How________ 
 Name/relationship:______________________________________________________ 
Student follow-up: By whom_____________________ When__________ How________ 
 Name/relationship:______________________________________________________ 
Student follow-up: By whom_____________________ When__________ How________ 
 Name/relationship:______________________________________________________ 
Student follow-up: By whom_____________________ When__________ How________ 
 Name/relationship:______________________________________________________ 
Student follow-up: By whom_____________________ When__________ How________ 
 Name/relationship:______________________________________________________ 
Student follow-up: By whom_____________________ When__________ How________ 
 Name/relationship:______________________________________________________ 

 
4. Who will create a list of students/staff who need follow-up and ensure that is done? 

 
5. Are there any planned events, memorials, gestures that may be appropriate? 

 
6. What may be potential anniversary dates the team needs to be aware of? 

 
7. What are the plans if additional crises develop around events, anniversaries, etc.? 

 



8. Other:  
 
Incident Report:  
 
Name of Student: ___________________________________________ Grade: __________ 
 
School: ____________________________________________________ Date: ___________ 
 
Administrator: ______________________________________________________________ 
 
Team Leader: _______________________________________________________________ 
 
Brief description of incident: _____________________________________________________ 
 

 

 

 

 

 
 
Number of students seen: _________ 
 
Summary of results/comments/concerns: ___________________________________________ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
Biographical Sketch: 
 
Name/Nickname: ______________________________________________________________ 
 
Teacher/Homebase Teacher/Counselor: ____________________________________________ 
 
Parents/Guardians: _____________________________________________________________ 
 
Address: ___________________________________ Phone: _________________________ 
 
 
Siblings:     School:    Grade/Age:  
 

 

 

 

 

 
 
 
Other Information: school schedule, school activities, community activities, etc.:  
 


