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INTRODUCTION

This policy outlines the steps taken to ensure sound management in the event of a critical 
incident. A Critical Incident Policy is in place because:

 Staff and students require a safe environment to take part in effective teaching or 
learning. 

 Individuals and groups react differently to critical incidents.

 Clearly defined procedures may improve response time.

 Critical incidents may have long-term effects on some individuals.

PURPOSE

The policy aims to:

 Ensure that any damage done by critical incidents is minimized.

 Create a safe environment for staff, students and other community members.

 Ensure as rapid a return to normal as possible after an incident.

 Improve the response time of critical incident management.

 Ensure Patersonia is as prepared as it can be for critical incidents.

 Ensure a process of continuous improvement as Patersonia learns from its experiences.

An emergency or critical incident occurs when there is an actual or imminent event which 
endangers or threatens the safety or health of a person or persons or which destroys or 
damages, or threatens to destroy or damage, any property. They can range from small scale 
localised incidents through to large scale events requiring state coordination and assistance from 
external agencies. 

A critical event can cause normally stable and healthy people to experience strong emotional or 
psychological distress, and interfere with their ability to function normally, either at the time of 
the event or later. This disruption may result from experiencing or witnessing any shocking, 
horrifying or violent circumstance such as a natural or man-made disaster, a serious accident, 
physical violence, an acute personal threat or a significant loss. With appropriate support, most 



people can deal with these situations and soon return to normal function. For a few people, 
referral to specialist professional help may be necessary to aid recovery. Any critical incident will 
be calculated to ensure as rapid a return to normal as possible after the incident, the physical and
emotional well being of staff and students being of utmost priority. Our goals are to ensure:

 An effective response at a time of instability.

 Recovery from any trauma or dysfunction due to the incident.

 Return to normal routines.

 A sense of cohesiveness and support within the community.

 A sense of responsibility and control over situations which may arise.

 A demonstration of caring and support at a time of need.

 A minimisation of short term and long term disruption.

Emergencies that may affect the school community:

 Fire or flood

 Damage to whole or part, of the school

 Attempted or actual abductions

 Bomb or firearms threats

 Disappearance of students

 Fatalities of students or staff

 Serious injuries/assaults/sexual assaults

 Fumes or spills of hazardous materials

 Use of violent weapons

Other critical incidents may include:

 Major vandalism

 Terminal illness of a member of the school community

 Outsiders coming into school and being aggressive to students and staff

  Social abuse of students or teachers

 Media coverage of issues in a way which creates concerns in the school community

POLICY

Preparation 

While it is impossible to anticipate and prepare for a specific incident, Patersonia can make 
general preparations. These include: 

 Following legal requirements as set out in the Emergency and Evacuation Policy

 Following legal requirements as set out in the Workplace Health and Safety Policy

 Identifying a network of support people to be called upon in case of an incident and 
trauma

 Ensuring the emergency equipment is in proper working order



 Maintaining an up-to-date list of phone numbers of resource/support people 

 Maintaining up to date and easily accessible enrolment information including:
 written consent for staff to seek medical attention for their child, if required,
 details of their preferred doctor, dentist, health fund and Medicare details, 
 and current emergency contact details.

 Maintaining up to date and easily accessible staff emergency contact details.
 Ensuring staff first aid responders are trained, training is up to date and rostered appro-

priately. See “Administration of First Aid Policy”.
 Ensuring staff are trained in these policies and procedures
 Ensuring senior staff have relevant training in dealing with trauma, media, etc

Response

Overall responsibility for dealing with any critical incident affecting Patersonia and its community 
rests with the Principal and Business Manager. They should delegate as many tasks as possible to 
make themselves available for a decision making role necessary in any crisis situation. Should 
neither be available, a Board Member will assume responsibility.  It is crucial that even the most 
effective administrator or staff member acknowledge that they may be affected to the point 
where there is a need to take a 'time out', seek counselling, or temporarily hand over their 
responsibilities.

In the event of an incident the most senior staff member present will:

 Assess the nature of the critical incident

 Make the necessary calls for help, or send an appropriate person for help

 Ensure that appropriate safety precautions are taken, e.g., evacuation of the premises
Follow the Emergency and Evacuation Policy.

 Apply first aid as required in line with the Administration of First Aid Policy and 
Infectious Diseases Policy.

 Enact the Critical Incident Response Plan (see Appendix A)

 Delegate tasks to appropriate persons

Incidents, Illness, Injury and Trauma in Patersonia Early Learning
See ensure that Policy 3.3.3 Incidents, Illness, Injury and Trauma Policy is followed.

Implementing the Critical Incident Plans

The Recovery Team will be responsible for coordinating and implementing the Critical Incident 
Response and Recovery Plans. It will need to consider:

 establishing the facts as soon as possible

 developing an action plan of short, medium and long term tasks

 contact with all Regulatory Authorities

 liaising with external bodies including the media

 communicating with the whole staff as soon as possible

 meeting with staff both as a whole and with individuals or groups for debriefing

 communicating with the student body

 meeting with students in groups or individually for debriefing



 contacting parents/guardians

 short term and long term counselling requirements for groups or individuals

The relevance of each of the above will depend on factors such as the nature and magnitude of 
the incident, the intensity of the impact on Patersonia’s community and the number of people 
affected.

Reporting

All incidents, critical or otherwise, to any person on a Patersonia site should be recorded as soon 
as possible after the incident and within 24 hours of the event occurring. The child’s family or 
emergency contacts must be notified of any accident or injury that has occurred to the child as 
soon as possible and no later than 24 hours after the event. This notification must be recorded in 
the incident report. The child’s family or emergency contact must sign an acknowledgment of the
incident as soon as is practical after the event.

Accidents which result in serious incident, injury, illness and trauma (including death) must be 
reported to:

 Ambulance service

 Police – Note: the site of the accident should not be cleared or any blood or fluids 
cleaned up until after approval from the Police.

 Family or emergency contact person

 The relevant Regulatory Authority – see table below

When notifying the family or emergency contact person that a serious incident has occurred they
should be advised to contact the relevant medical agency. Only a qualified medical practitioner 
can declare a person is deceased, therefore staff should ensure the parents are only advised that 
the injury is serious and refer them to the medical agency (eg, hospital) where the child has been 
taken. This information should be provided in a calm and extremely sensitive manner. 

Incident Reports should be completed in the appropriate systems and the staff member in charge
(Principal/Nominated Supervisor) is responsible for ensuring that, in the event of a serious 
incident, the Regulatory Authority is advised as well as the Approved Provider. 

Who is the injury to? Which system do I use? What is the form called?

Who is the regulator?

Early Learning KidsXap Education and Care Unit

Primary Grade Xpert Office of the Education Registrar

Staff, Volunteer or 
Visitor

Paper form

3.2.1 A and B

WorkSafe Tasmania

It may not be until sometime after the incident that it becomes apparent that an incident was 
serious. If that occurs, the staff member in charge must notify the Regulatory Authority within 24 
hours of becoming aware that the incident was serious.

The Board of Patersonia should be notified within hours of a critical incident and when the 
situation has passed the initial response stage. In the first instance this notification must be given 
by telephone to the Chairperson or another Board member if the Chairperson is not available. 



This should then be followed up with written advice including actions taken in response to the 
incident.

A formal report of the incident should be tabled with the board within 48 hours of the incident 
including copies of all formal reports such as insurance forms, media releases and statements to 
the police and/or emergency services. 

Final incident reports should be stored in a folder known as the Critical Incident Register which 
contains details of all Critical Incidents and can be used for regular review of Critical Incident 
trends, patterns, processes and issues for the purpose of implementing process improvements.

How to decide if an injury, trauma or illness is a “serious incident”?

If the advice of a medical practitioner was sought or the child attended hospital in connection 
with the incident, injury, trauma or illness then the incident is considered “serious” and the 
Regulatory Authority must be notified.

An incident, injury, trauma or illness will be regarded by Patersonia as a “serious incident” if 
more than basic first aid was needed to manage the incident, injury, trauma or illness and 
medical attention was sought for the child, or should have been sought, including attendance at 
hospital or medical facility for further treatment.

Recovery

It is important to recognise the existence of the recovery aspect associated with incidents. The 
initial incident and the immediate response are clearly identifiable as part of emergency 
management planning and procedures. But it is the recovery activity that will determine the 
extent to which members of the community will cope with the long-term effects of a critical 
incident. While the immediate physical safety and well-being of staff and students is the initial 
concern, the recovery process addresses the long term physical and emotional wellbeing of 
individuals. A number of emergency services in Tasmania will respond to calls for immediate 
assistance, e.g. police, fire brigade, etc. During the emergency they will assume legal 
responsibility for control and coordination at the incident site. As the immediate crisis passes, it is
important that effective recovery activities follow. This will often involve advice from other 
agencies as may be appropriate. Victims of critical incidents often deny that the event has had 
any significant impact on them, and they tend to overlook the value of external support.

Distress and trauma may be minimised by:

 Speed of response

 Appropriateness of response

 The opportunity to talk about the event and personal reactions to it

 Ongoing support

 Defusing and debriefing

Defusing and Debriefing are techniques that aim to:

 Mitigate the impact of the Critical Incident

 Accelerate recovery

 Facilitate the provision of support to those affected Defusing and Debriefing provide the 
opportunity to ventilate pent-up feelings.

They provide opportunities for stress reduction, education, emotional reassurance and 
forewarning, for those involved, of what signs and symptoms of distress may materialise later. 



They enhance group cohesiveness and cooperation and serve as an opportunity for checking for 
those requiring further assistance and referral.

Patersonia’s Critical Incident Plan should have already been enacted – see Appendix A.

Dealing with the Media

Any contact by the media or statements made to the media must be through the Principal (or 
delegate) or the Board. Media are not allowed onto the premises unless the Principal (or 
delegate) has granted permission. Staff and student privacy must be respected. 

It is important to ensure that information is correct and given in such a manner as to minimise 
distortions and rumours. Do not release the names of any deceased to the media (it is normal 
practice for police to inform next of kin) It is important to be honest and as open as is prudent 
with the media to forestall the possibility of negative reports regarding the organisation.

Review

All Critical Incidents shall be recorded in a Critical Incident Register which will be reviewed at 
least annually to determine any action that can be taken to improve the Critical Incident 
processes.  This review will take place in line with the Critical Incident Policy Review as detailed 
on the Policy Review Schedule.

A review and investigation of practice and procedure is included in the Critical Incident Plan to 
ensure that improvements are made to any relevant system and process to reduce the likelihood 
of critical incidents reoccurring.  

Senior staff will include management of emergencies, critical incidents and trauma as part of 
their professional development and learning.

Risk assessment

Risk assessments are conducted for all potential critical incidents and after a critical incident as 
part of the review process.  Please refer to the separate 4.1.5 Hazard and Risk Assessment Policy.

RESPONSIBILITIES

1. The Board will:

 Regularly review this policy in line with the Policy Review Schedule and any relevant 
change in legislation or standard practice.

2. The Business Manager will:

 Ensure that the induction process includes training in this policy.
 Where appropriate, delegate responsibility for compliance to officers with 

responsibility for particular sections.
 Oversee the performance of subordinate officers in these matters.
 Review and report to the Board, as appropriate, on the effectiveness of the 

management systems.
 Analyse material breaches and identified compliance system weaknesses for 

systematic trends and ensure that any adverse trends are addressed.
 Promote a culture of effective policy compliance across the organisation.

3.  All staff and volunteers at all levels will:

 Ensure that they are aware of the organisation’s policy and undertake actions 
consistent with it both on and off site.



 Where appropriate, suggest ways in which practices, systems and procedures could 
be improved so as to improve the policy.

RELATED DOCUMENTS

3.1.2A Major Incident Report
3.1.2B Minor Incident Report
3.1.3 Emergency and Evacuation Policy
3.1.4 Hazards and Risk Assessment
3.1.5 Chemical and Electrical Safety Policy
Incident, Illness, Injury and Trauma Policy
Infectious Disease Policy
Administration of First Aid Policy
Work, Health and Safety Policy
Risk Assessment Policy
Regulatory Authority Notification of Serious Incident form (SI01)



APPENDIX A: CRITICAL INCIDENT PLAN

Contact Emergency Services if required

Ensure students and staff are safe from harm or injury

Enact Evacutation or Invacuation as required – see Emergency and Evacuation Policy

Staff cordon off any ‘crisis’ area and keep students away from there

 manage the grounds while staff are briefed and ensure media do not intrude

 check corridors, toilets etc for stray students - try to prevent students leaving on their 
own particularly if distressed

 ensure the day continues as normally as possible for most students and staff

Incidents requiring First Aid

If a child, staff member or visitor has an accident while at the centre, a staff member who holds a 
first aid certificate will attend to them immediately and apply first aid as required in line with the 
Administration of First Aid Policy and Infectious Diseases Policy.

Another staff member will:

 Notify family or emergency contact person immediately regarding what happened and 
the action that is being taken including clear directions of where the child is being taken 
(eg, hospital). Every effort must be made not to cause panic and to provide minimal 
detail regarding the extent of the injury.

 Ensure that all blood or bodily fluids are cleaned up in a safe manner.

 Ensure that anyone who has come in contact with any blood or fluids washes their hands 
in warm soapy water.

 Try to reassure the other children and keep them calm. All other children should be 
removed away from the scene and if necessary parents contacted for early collection of 
children. The children should be reassured and notified only that a serious incident has 
occurred.

Establish Critical Incident Team

The composition of the Critical Incident Team will be:

 the Principal or Business manager

 the Assistant Principal or Nominated supervisor

 an educator (first aid trained}

 other support staff as appropriate as necessary, psychologists, counsellors

Allocate responsibilities

 emergency message register

 emergency contact list

 evacuation and assembly of staff and students

 cordon off area of ‘crisis’

 establish a Support Team and Communications Centre



Recovery Room

Set up a Recovery Room

 screen windows

 have available pens, textas, paper, scissors, envelopes, tissues

 appoint First Aid staff

Recovery Room Supervisors’ Responsibilities

 keep calm

 monitor students for shock reactions, provide first aid if necessary

 encourage students to gather in small friendship groups rather than bigger ones

 keep a list of students attending the recovery room

 give the students a task to undertake such as making a card or writing a letter

 contact parents of students who remain in the recovery room and alert them to possible 
concerns

Emergency Record 

Record Information on the relevant form

 nature of the incident

 location of the incident, number and names of persons involved

 name of the person reporting the incident

 time incident reported

Verify all Details - confirm that the information given about the event is accurate

Report the Incident

 notify principal, business manager and Board if this has not previously been done

 Incident Reports should be completed in the appropriate systems and the staff member 
in charge (Principal/Nominated Supervisor) is responsible for ensuring that, in the event 
of a serious incident, the Regulatory Authority is advised as well as the Approved 
Provider. 

Who is the injury to? Which system do I use? What is the form called?

Who is the regulator?

Early Learning KidsXap Education and Care Unit

Primary Grade Xpert Office of the Education Registrar

Staff, Volunteer or 
Visitor

Paper form

3.2.1 A and B

WorkSafe Tasmania

Communications Centre and Support Team

 manage information and phone calls



 coordinate media requests for information

 provide information to parents arriving at school

 coordinate routine school activities – maintain where practical notify students, staff and 
ancillary about the emergency

 notify parents first, then siblings in the school

 establish a recovery room and supervisor for affected students

 establish a waiting room for parents

 monitor Community’s reactions

 liaise with outside agencies and emergency services

 brief key personnel and review responses

Informing Staff

Provide teachers and ancillary staff with a brief outline of the incident

 restate to ensure that staff understand

 outline recovery management arrangements

 discuss procedures to be followed by staff during the day

 discuss the general procedures that Critical Incident Team will be following

 discuss guidelines for informing students and ways of answering questions from them

 give staff time to discuss this among themselves

 provide a brief factual outline to others in the community on a need to know basis

 inform staff as soon as possible about a serious emergency involving death or injury 
which occurs after hours, on the weekend or during the school holidays

 inform staff as soon as possible about arrangements for holding a brief meeting before 
informing students at the start of the next school day

 review with staff afterwards any issues and needs

 provide staff with contact numbers for counselling or support services for themselves

Informing Students

Principal or senior staff

 contact the bereaved family or police to ascertain what information may be released 
within the school

 prepare a written factual statement, without graphic detail, for use as a reference by 
teachers when discussing the incident with students

 determine whether to tell students about the incident at a whole school assembly, by 
year levels or individual classes, depending on the nature of the incident

 discuss with teachers who feel uncomfortable raising the event with students and 
arrange for support from another teacher or a member of the recovery team

 identify staff who may be too distraught to take classes and arrange replacements

 inform students soon after briefing staff



 ask teachers to mark a roll to identify who has been informed and who has not

Teachers

 provide a factual account of the incident at the beginning of the first class in a way that 
ensures all students hear the same information

 limit speculation and rumours

 inform students about arrangements of counselling and recovery rooms

 inform students about arrangements for services, and appropriate ways to express 
condolences

 outline the arrangements for the day

Notifying close friends

 take these students aside when they arrive at school and inform them privately

 contact their parents prior to the start of the day

 ensure individual attention is given to intimate friends who are likely to have special 
needs beyond those of other students 

Liaise with Insurance Provider

Refer to the Disaster Recovery Plan if relevant

Media Coverage

Nominate a media coordinator, prepare the Chairperson and Principal to provide on camera 
interviews

Prepare a three paragraph report:

◦ briefly outline the facts

◦ outline what the school has done to assist those affected

◦ outline support and recovery arrangements

◦ include a name and contact number for the school media coordinator

Liaise with the family about any statements made to media.

Exclude discussion of policy matters, limit comment to the emergency and the school response.

Set rules for persistent media.

Keep a record of media enquiries

 offer scheduled interviews in return for media commitment not to seek uninvited access 
to staff, students, parents

 negotiate accepted areas for filming e.g. school/church  boundary and not within

 check that information provided does not conflict with court requirements or police 
proceedings

 anticipate renewed interest arising from anniversaries, court proceedings

Debriefing

Ensure a debriefing process is initiated. Critical Incident debriefing has three components:



 initial discussion about feelings and an assessment of the intensity of the stress 
responses

 detailed discussion of signs and symptoms of stress responses
 closing stage - provides overview and information with referral to an outside agency if 

required
The Recovery Team will assist leadership to facilitate the recovery of staff and students and those
affected by the critical incident. The debriefing meeting of the Recovery Team should include a 
mental health professional and one peer who were not involved in the incident. The Recovery 
Team will decide the structure and composition of debriefing meetings; such meetings should be 
held within eight hours of the critical incident. These meetings will review the impressions and 
reactions of the persons involved during or following the incident. Counselling support and 
referrals for students and their families will be provided initially by the Principal or their nominee 
and a support professional.

Review

Following a critical incident, the Recovery Team will reconvene as soon as possible (within 7 days)
to review the critical incident plan in light of experience gained. A crucial part of the response to 
any critical incident will be ascertaining what actually occurred and determining what can be 
done in future to prevent a re-occurrence. 

a. Ensure the incident has been properly recorded on the relevant form and stored in the Critical 
Incident Register

b. Determine whether the police, coroner or other regulator will be investigating

If an external regulator is going to investigate, they will not want the employer conducting their 
own investigation first. The regulator will want to conduct the interviews so their evidence is 
untainted by suggestions, leading questions or other unconscious or deliberate influence. Find 
out if any external regulator intends to investigate and cooperate with their requests.

c. Determine the scope of the review or investigation

It is essential that you establish clear terms of reference around what your review or 
investigation will cover, and that these terms are documented. The seriousness of the incident 
and level of risk to the organisation will be determining factors here. The terms of reference 
ensure that you gather what information you need, and that the review or investigation is 
focused and efficient.

d. Appoint someone to conduct a review of policies and/or investigation into the incident

This person must have sufficient expertise to gather the information which provides a fearless 
and frank assessment of the incident. In some circumstances, the most appropriate course of 
action will be to appoint someone external to the organisation, who has no stake in the outcome 
and who can provide an objective assessment of the facts and factors contributing to the 
incident.

The review process itself is likely to involve interviews with relevant staff members and a review 
of all relevant documents such as policies, procedures, files, emails, and records, as well as video 
footage and phone records. When asking staff to participate in interviews and reviews, if it’s 
possible that disciplinary action may be warranted, procedural fairness must be afforded.

Once the review has been conducted, ensure the following:

a. Have an ongoing emphasis on staff well-being



Continue to monitor the impacts on staff. Everyone responds to trauma differently and reactions 
may be delayed. Make sure that staff are aware of this, and encourage them to use the services 
of a counselor or psychologist to assist them to manage their reactions.

Consider whether there needs to be another debriefing session to allow staff collectively to 
discuss their responses and feelings to what has occurred. It may also be helpful for a supervisor 
or manager to regularly and informally check in with affected staff.

b. Consider and act on the recommendations and learnings

Once the review is completed, take steps to ensure that the recommendations made are 
seriously considered and where appropriate, adopted in a timely manner.

Document and evaluate improvements that you make as a result of your findings. Even if you do 
discover some deficiencies in your practices or processes, any external or oversight body will be 
interested in what you’ve done to identify and act on these. 

Regularly review policies, procedures, training and induction processes, disaster recovery plans 
and risk assessments to ensure that they are current, accurate and effective.

c. Encourage and build a culture which encourages staff to speak up about risks

Work to establish a culture that encourages your staff and other community members to speak 
up if they see any questionable practices or gaps in policy. Staff should feel confident to raise 
concerns secure in the knowledge that they will be addressed. This a powerful and effective way 
to ensure that risks are identified and addressed.

Long Term Actions

The following actions should be considered:

 Monitor and support members of the community, particularly on significant dates such 
as anniversaries

 Consider longer term intervention activities such as counselling or specialist support

 Consider establishing as a place of remembrance if relevant.

 Reconvene key people at regular intervals to review the school response and 
effectiveness of planning arrangements.

 Consider a ritual of marking significant dates.

 Prepare for legal proceedings if necessary.

 Consider article in newsletter.

 Monitor Patersonia’s reputation and feedback on the incident.

https://www.worklogic.com.au/workplace-complaints-reporting/from-bystanding-to-upstanding/
https://www.worklogic.com.au/workplace-complaints-reporting/from-bystanding-to-upstanding/
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