CRISES MANAGEMENT GUIDELINES:

CHECKLISTS FOR SCHOOL STAFF
Introduction:
1. The school leader should maintain an up-to-date list of next‑of‑kin of students and staff. The list should include the name of the student and the name, address, telephone numbers (full day-time and home telephone number, including country code) of next‑of‑kin and the language spoken by next-of-kin.

2. The school leader should maintain up-to-date contact details (postal address, street address, telephone, fax, e‑mail) for current outreach locations.

3. The school leader should maintain an up-to-date list of insurance details of students and staff on outreach and details of how to contact the insurance company.

4. All such information should be easily and readily accessible and readily identifiable. It should not be locked up unless relevant staff have access.

5. School leaders should know how to set about contacting relevant government and non-government organizations should the need arise.

6. If the school leader is absent for any length of time the responsibility for implementing these procedures should be delegated and communicated.

7. School leaders or their representatives are responsible for regularly reviewing, updating and briefing relevant staff on emergency procedures. 

Student death:
8. The school leader should personally notify next-of-kin as soon as is practical (less than 8 hours) by use of one of the following:

Personal visit

Police

Minister

Telephone call from school leader as last resort.

In the absence of the school leader, the responsibility is delegated up, NOT down.

9. The school leader should visit next-of-kin personally with a full account of what happened as soon as possible.

10. Family will decide burial arrangements; school and other YWAM representation should be at the funeral.  Should the death occur overseas, the family will need to decide where to bury the body. NB Recovery or transport of the body may not always be possible and this may need to be explained to the family. If the body is to be repatriated then a YWAM staff member should accompany the body along with all personal effects.

11. Inform as quickly as possible:

The Base Leadership Team 

The relevant National, Regional, Field YWAM Directors (of school location, of location of death if different, and of student’s country of origin)

The YWAM president

The church pastor

12. Prepare a press release with brief details and a valediction for the student for use when the press phone. The press calls may well be either local and/or national press, radio and TV so be prepared. Appoint ONE press officer to whom the press may speak and have that person be fully available.

13. Inform reception of the details and who is likely to phone. The school leader should ensure that the school office is staffed and able to take calls efficiently and sensitively.

Serious Illness or Injury of Student:
The school leader should ensure the following as quickly as possible:

14. Appropriate medical care and support.  If this occurs on outreach NB the possibility of air ambulance and the possible need for the school leader to visit the site.

15. Obtain prayer covering from school, base, and wider afield if appropriate.

16. Notify next-of-kin to:

Inform and update.

Offer hospitality as appropriate.

Assist with travel arrangements if necessary.

17. Contact church pastor and keep informed.

18. Notify Base Leadership Team.

19. Monitor situation personally or delegate to either the assistant school leader or up to a Base Leadership Team member in the school leader's absence.

Hostage Taking:
There is very little direct action for the school leader to take. Basically responsibility for the situation needs to be passed immediately to the YWAM International Executive. Next-of-kin should be informed immediately. Keep the number of people in the know to a minimum in the first instance until further advice has been sought.

The action that will be taken will involve:

The Ministry for Overseas Affairs of the student or staff member

Police

A professional hostage negotiator

A news blackout depending on the nature of the hostage situation.

Often (but not always) next-of-kin traveling to the area.

Appropriate prayer cover.

Appropriate press releases and interviews.

Basically say nothing to anyone outside YWAM, except next-of-kin, until appropriate advice has been given.
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