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ATTACHMENT 3.8 
 
SAMPLE AGENDA FOR INITIAL ALL-STAFF MEETING 

 
This meeting is typically conducted by the Crisis Response Team Leader and should be held as soon as 

possible, ideally before school starts in the morning. 
 
Depending on when the death occurs, there may not be enough time to hold the meeting before students 

have begun to hear the news through word of mouth, text messaging, or other means. If this happens, the 

Crisis Response Team Leader should first verify the accuracy of the reports and then notify staff of the 

death through the school's predetermined crisis alert system, such as e-mail or calls to classroom phones. 

Remember that information about the cause of death should be withheld until the family has been 

consulted. 
 
Goals of Initial Meeting 

Allow at least one hour to address the following goals: 
• Introduce the Crisis Response Team members. 

• Share accurate information about the death. 

• Allow staff an opportunity to express their own reactions and grief. Identify anyone who 
may need additional support and refer them to appropriate resources. 

• Provide appropriate faculty (e.g., homeroom teachers or advisors) with a scripted death 
notification statement for students. Arrange coverage for any staff who are unable to 
manage reading the 
statement. 

• Prepare for student reactions and questions by providing handouts to staff on Talking About 
Suicide and Facts About Suicide and Mental Disorders in Adolescents. 

• Explain plans for the day, including locations of crisis counseling rooms. 

• Remind all staff of the important role they may play in identifying changes in behavior among 
the students they know and see every day, and discuss plan for handling students who are 
having difficulty. 

• Brief staff about identifying and referring at-risk students as well as the need to keep records 
of those efforts. 

• Apprise staff of any outside crisis responders or others who will be assisting. 

• Remind staff of student dismissal protocol for funeral. 

• Identify which Crisis Response Team member has been designated as the media 
spokesperson and instruct staff to refer all media inquiries to him or her. 

 
End of the First Day 
It can also be helpful for the Crisis Response Team Leader and/or the Team Coordinator to have an 
all•staff meeting at the end of the first day. This meeting provides an opportunity to take the 
following steps: 

• Offer verbal appreciation of the staff. 

• Review the day's challenges and successes. 
• Debrief, share experiences, express concerns, and ask questions. 

• Check in with staff to assess whether any of them need additional support, and refer 

accordingly. 
• Disseminate information regarding the death and/or funeral arrangements. 

• Discuss plans for the next day. 
• Remind staff of the importance of self-care. 

• Remind staff of the importance of documenting crisis response efforts for future 
planning and understanding. 
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