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1) Rationale 
 

Fountain College is committed to provide a safe environment for students, staff, volunteers and 
visitors as part of its duty of care obligations. Part of the provision of a safe environment is to have 
an effective emergency management policy and procedures that is well documented, understood 
and practised.  In the event of a critical or an emergency incident this policy and procedures 
becomes effective to address the immediate short term and long term needs of those affected. 
 
 

2) Aim 
 

This policy aims to: 
• Identify reportable incidents and set of actions for reportable incidents  
• Identify critical and emergency incidents, which do not need to be reported to the Director 

General, and set of actions for critical and emergency incidents 
• Identify roles and responsibilities for all incidents 
• Clearly establish a general line of procedures to be followed in the event of a critical or an 

emergency incident 
• Establish an effective coordination in the event of a critical or an emergency incident 
• Establish procedures for providing appropriate and accurate information to Director General, 

Governing Body,  Staff, Students, Parents, Community and Media 
• Provide support for school staff and students affected by the trauma 
• Restore the school to normality and continue the education as per normal 
• Call in expert counsellors, if applicable 

 
 

3) Scope 
 

This policy applies to Fountain College and serves as a guide to the management team and relevant 
administrative staff.   
 
 

4) Definitions 
 

Critical Incident: An incident in which there is a high likelihood of traumatic effects or evoking 
unusual or unexpectedly strong emotional reactions, which have the potential to interfere with the 
ability of the individual, group or school to function either at the time or later.   
 
Disaster: A sudden accident or natural event that causes great damage and/or loss of life. 
 
Emergency: An emergency can be considered to have three elements:  
 
(a) A threat to the organisation  
(b) The element of surprise 
(c) A short decision time 
  
An emergency is often an accident or incident that requires immediate intervention. Some policies 
will consider an emergency to be different from a crisis; others will consider them the same in the 
context of their policy.  Please see definition below for ‘Critical Incident’ for more information in this 
regard. 
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Emergency Management Plan (EMP): The planned response to a particular type of emergency. 
 
Emergency Management Co-ordinator (EMC): The person responsible for the co-ordination of the 
response to an emergency. 
 
Emergency Management Team (EMT): The team who initially deal with an emergency and a critical 
incident. 
 
 
5) Reporting and Documenting Incidents 
 
At Fountain College, staff has a responsibility to report all incidents as described in the staff 
handbook. This reporting and documenting can be done through school’s information system, 
SEQTA, or via an email to the principal or his/her delegate.  
 
  
6) The Management of Critical and Emergency Incidents  
 

When an incident is identified as a Critical or an Emergency Incident by the EMT, based on the above 
definitions, then this policy is in effect and the EMC is responsible for following actions: 
 

(a) Ensure that the incident is registered and documented on the management drive under the 
critical and emergency incidents folder as required by the standard 7 in the guide to the 
registration standards and other requirements for non-government schools 
 

(b) Assess the situation and decide the scale of it in terms of size of the management plan. 
While some critical and emergency incidents are quite contained and do not require the 
implementation of a ‘full-blown’ emergency management plan, there are others where the 
implementation of a ‘whole’ or ‘significant part’ of a plan is warranted. 
 

(c) If necessary, appoint an incident manager who has an expertise in a particular area that is 
directly related to the nature of the incident 
 

(d) Assemble the EMT and assign the responsibilities and the roles  
 

(e) Develop an emergency management plan 
 

(f) Consider the particular needs of the various students and staff within the school e.g. 
Disabled persons, young students, special needs students, students and staff who are 
asthmatic 
 

(g) Establish good communication with all stake holders  
 

(h) Ensure that the governing body is informed 
 

(i) The governing body ensures that the Director General is informed within 48 hours of the 
incident if the incident is a reportable incident 
 

(j) Enable and require incidents to be managed in such a way as to minimise trauma and 
distress to students and staff and damage to property and ensure the education program is 
maintained or resumed, while giving highest priority to the best interests of the student or 
students affected 
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(k) Provide all the support needed for those who are affected by the incident, which may 
include getting touch with external government and non-government agencies. 
 

(l) Ensure that the details of the incident and actions taken is presented to the governing body 
at the board meeting, and the discussions during the meeting as well as the information 
presented are reflected in the meeting minutes. 

 
 
For matters that are contained, e.g. student and/or staff member injury, serious illness (e.g. 
anaphylactic event), or child abuse / grooming allegation or serious data privacy breach, the basic 
principles outlined in the relevant policy and procedure would apply. 
 
 
7) Reportable Incidents 
 

A ‘subset’ of all critical and emergency incidents is referred to as ‘reportable incidents’. Reportable 
incidents must not only be reported to the governing body but must also be notified to the Director 
General of the Department of Education, as soon as practicable and in any event, within 48 hours of 
the incident. The Director General must be notified of a reportable incident using the Reportable 
Incident Notification form that is available from the Department of Education’s website.  
 
The following are reportable incidents: 
 

(1) The death of a student or staff member at school or during a school-related activity, or 
following an incident at school or during school-related activity. 
 

(2) An incident that involves, or may potentially involve, injury, illness or trauma to a student or 
staff member at school or during a school-related activity, or following an incident at school 
or a school-related activity and where the incident has resulted or may result in significant 
impact. This may require ambulance or hospital attendance. (Ambulance or hospital 
attendance must be “required” and not merely precautionary.  An incident not initially 
reportable may become so as further information becomes available (such as doctor’s 
advice.) 
 

(3) An incident requiring a police or other emergency services response when a student appears 
to have been taken or removed, or goes missing and cannot be accounted for, from the 
school or from a school-related activity without proper authority. 
 

(4) An incident requiring the school to be locked down or to evacuate staff and students, or 
reduce the number of students or staff attending, or to close for any duration for health or 
safety reasons. 
 

(5) The receipt of a complaint or allegation of child abuse, including but not limited to sexual 
abuse, committed against a student – 
a) by a staff member or another student; or 
b) by another person on the school premises or during a school-related activity; whether 

the abuse is alleged to have occurred recently or in the past. 
 

(6) Issuing a formal warning to or ceasing the employment of a staff member for a breach of the 
Code of Conduct suspected to have involved grooming behaviour. 

              
 
Trauma 
For the purpose of reportable incident (2) a trauma is defined as: a psychological wound or injury 
suffered at school or during a school-related activity [Australian Psychological Society]. 

https://www.education.wa.edu.au/search?q=Reportable%20Incident%20Report%20Form#_ws_search
https://www.education.wa.edu.au/search?q=Reportable%20Incident%20Report%20Form#_ws_search
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Grooming 
For the purpose of reportable incident (6) grooming is defined as: the use of a variety of 
manipulative and controlling techniques with a vulnerable subject in order to establish trust or 
normalise sexually harmful behaviour with the overall aim of facilitating exploitation and/or avoiding 
exposure.  
 
Management of all reportable incidents 
The management of all reportable incidents, is to ensure that they are managed in the best interests 
of the affected students. Prioritising students could include the following: 

• Reference to the school’s strategies and processes for seeking, capturing and recording 
information to enable the school to have knowledge and a clear understanding of the needs 
of its students prior to, during and after an incident.  Examples of strategies and processes 
may include information at enrolment and learnings throughout enrolment, consultation 
with families and the students themselves as appropriate and familiarity with relevant 
cultural norms. 

• The cultural and religious diversity of students being considered in how to respond to an 
incident. 

• The needs of students with a disability being considered. 
• The prevention of the risk of harm or harm to students is a priority before and when 

responding to an incident. 
• The recovery of all affected students is a higher priority than other considerations such as the 

repair of premises and facilities or reputation management. 
 
 
 
8) Examples of Emergencies 
 

The Australian Standard AS3745:2010 lists the types of emergencies and hazards that should be 
considered by an organisation’s Emergency Management Policy and Emergency Management Plans, 
these include: 
 
• Armed Hold-up 
• Bomb Threat 
• Building invasion/armed intrusion 
• Bushfire 
• Casualty or Sudden Death in the School community 
• Chemical, biological or radiological spill 
• Civil Disorder and Illegal Occupancy 
• Cyclone/Flood 
• Earthquake 
• Evacuation Instructions 
• Explosive threat 
• Fire 
• Hazardous substances incidents 
• Letter bomb 
• Severe weather/storm damage 
• Structural instability 
• Suspicious Item 
• Terrorism 
• Transport accident 
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• Toxic emission 
• (For a school) The death of a student or teacher off campus 
 
Other emergencies/circumstances, relevant to a school, could include: 
• the death of a staff member or student 
• serious injury or assault (or threat) of a staff member or student 
• the disappearance of a student 
• damage to the school premises 
• cyber attack 
• flood, storm or any other natural event 
• outbreak of disease 
• child abuse 
• privacy breach under the Notifiable Data Breach scheme 
• motor vehicle collision 
• witnessing traumatic events,  
• siege, hostage or use of firearms/weapons; and 
• server malfunction resulting in damage to or loss of records 
 
Further Incidents referred to: 
Further details outlining the School’s response to specific reportable incidents can be found in other 
school policies including:  

• Fire Evacuation Policy,  
• Lockdown Policy 
• Duty of Care, 
• Bus Policy, 
• Science Lab Policy,  
• First Aid Policy, 
• Pandemic Action Plan  
• Racial Discrimination Policy,  
• Disability Policy, 
• OHS Risk Assessment Policy and Procedure. 
• School Code of Conduct Policy 
• Induction Policy 
• Staff Handbook 
• Parent and Student Handbook 
• Maintenance Policy 
• OHS Policy 
• Tagging and Testing Electrical Equipment Policy 
• Child Protection Policy  
• Pastoral Care Policy Fountain College 
• Child Protection Policy 

 
 
9) Key Principles and Guidelines for Effective Emergency Management 
 
The following principles must be taken into consideration for an effective emergency management  
 
• Risk assessment – the school identifies risks, assesses and priorities risks, and develops treatment 

strategies; 
• Prevention – the school acts in a way to minimise the risk of occurrences; 
• Preparedness – the school has developed an Emergency Management Plan, the Plan has been 

communicated to staff, that staff are trained, and the Plan is tested and modifications made; 
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• Response – the school recognises the potential that emergency response procedures may need 
to be initiated; and 

• Recovery – the school has a plan to initiate recovery and return to normal operations, and as part 
of this recovery, there is a process for the reviewing and updating of the Plan and other policies 
as required. 

• Provision for Staff (e.g. at Staff meetings) to discuss hypothetical situations that may occur. 
• The establishment of a program for implementing the emergency procedures into the school’s 

organisational structure, this is essential to the successful implementation of an emergency 
management plan.  This includes clear and comprehensive communication and integration of the 
procedures (at induction and refresher stages), staff awareness of the procedures, training, 
reviewing the procedures and testing the procedures through whole school drills. 

• Designated dates for evacuation, lock down and fire drill practise.  Emergency plans should also 
be reviewed at a set time each year and adjusted as required with updates communicated and 
tested. 

• Documentation – all reportable incidents will be documented in the School’s Critical Incident 
report Register. 

• Schools should continuously monitor the local environment and be aware of and alert to changes 
and events with the potential to evolve into an emergency situation.  

• Establish a coordination centre at the school as parents will be wishing to make contact with the 
school by phone to see what is happening.  The coordination centre would most likely be 
established in an office (if the emergency permits) where the person can concentrate on the 
emergency at hand.  The coordination centre may also become the media liaison centre if 
necessary. 

 
  
 
 
 

 
 

10) Emergency Management Team 
 

The school’s emergency management team consists of: 
 

• Principal 
• Compliance Manager 
• Director of Curriculum 
• Pastoral Care Coordinator 
• Business Manager 
• Operations Manager 
• Team leaders 
 
The principal is the first person who takes the role of emergency management coordination in the 
event of a critical or an emergency incident. When the principal is not available to take this role, one 
of the emergency management team members, according to the order above, fill in this position and 
coordinate the management of the incident. The principal must be informed of the situation as soon 
as possible.     
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11) Review 
 

The Fountain College management team review the Critical and Emergency Incident Policy and 

Procedures annually, and discuss and review the performance of the EMT during critical and 

emergency incidents before each review.  

 

This policy was reviewed by the following members of the policy review committee. 

 

Mr. Murat Sevil 

Mr. Omer Demirbas 

Mr. Shameem Reza 

 

Policy Review Date: January 2022 

 

Next Review Date: January 2023 
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