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SECTION ONE 

CRITICAL INCIDENT AND EMERGENCY MANAGEMENT RESPONSE POLICY 

 

 
It is essential for the Silver Tree Steiner School to have well-planned, documented and practiced 
procedures developed so that the school can deal with an emergency or crisis. 
 
A crisis by definition is a time when decisions have to be made.  There is often inadequate 
information, however the consequences of the crisis and the school response maybe significant.  
The credibility and reputation of a school can be greatly undermined with a poor response to a 
crisis. 
 
The aim of the Critical Incident and Emergency Management Response Plan is to efficiently and 
effectively deal with a threat after it has occurred.  
 
The Critical Incident and Emergency Management Response Plan must be reviewed regularly, 
especially after there have been staff changes or buildings added or renovated. 
 

The governing body and administrator at Silver Tree Steiner School are committed to providing 
the time and resources needed so that it becomes an issue that is regularly discussed and 
reviewed. 
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INTRODUCTION 

Note: An Emergency Drill or practice should be held at least once per year to familiarise children 
and staff as to what is to happen in the event of a critical incident or emergency.  Record of that 
drill must be kept. 
 
This document is in line with the Department of Education (DoE) Emergency and Critical Incident 
Management (EM) Policy.  It has been developed to meet the requirement for: 
 
P - Prevention 
P - Preparedness 
R - Response 
R – Recovery 
 

All Schools need to take action to prepare for and prevent emergencies and critical incidents.  This 
would include: 

 identifying on-site and off-site situations that have the potential to become emergencies 
or critical incidents that would affect site operations;  

 determining, with other agencies (e.g. Hazard Management Agencies), potential risks 
associated with particular situations;  

 using risk management practices to assess the potential risks and develop mitigation 
strategies; 

 developing an Emergency and Critical Incident Management Plan that considers the 
management of foreseeable risks; 

 communicating the plan to all staff; 

 training key staff;  

 testing and modifying the plan annually;  
 

OBJECTIVES 
The objective of these procedures is to ensure, as far as practicable, the safety, health and well-
being of staff, students, contractors and visitors during emergencies at The Silver Tree Steiner 
School. 
 

DEFINITION 

An emergency is defined as an event, actual or imminent, which: 

 occurs on or off-site; 

 endangers or threatens to endanger life, property or the environment; and 

 requires a significant and coordinated response. 
 
Examples of emergencies are fire, bomb threat, hazardous materials spillage, prolonged loss of a 
utility (e.g. water or power), cyclone and floods. 
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A critical incident is defined as an incident in which there is a high likelihood of traumatic effects.  
A critical incident evokes unusual or unexpectedly strong emotional reactions, which have the 
potential to interfere with the ability of the individual, group or system to function either at the 
time or later. 
 
Examples of critical incidents are an on-site accident causing death or serious injury, student or 
staff suicide, major vandalism, sexual assault at school, students lost or injured on an excursion or 
intruders on a school site who cause harm to people or damage to property. 
 

PURPOSE AND SCOPE 
Silver Tree Steiner School’s Critical Incident and Emergency Management procedures outline the steps to 
be taken in the event of an emergency situation, EXCLUDING FIRE as this is covered by the Fire Management 
and Evacuation Procedure.  The procedures identify all position holders and their roles and responsibilities. 
 

The Chief Warden or Administrator are responsible for management of on-site and off-site school 
related emergencies and critical incidents, in order to minimise trauma and distress to students 
and staff and damage to property and to ensure the teaching and learning program is maintained 
or resumed. 
 

RESPONSIBILITY 

Responsibility for compliance to this process lies with all school staff.  Critical and Emergency 
Incidents must be reported by the Administrator or Board to the Department of Education Services 
in line with Registration Standards 2013, Section 4.4. 
 
Responsibility for the annual process review and update lies with the Administrator and Board of 
Governors. 
 

EVENTS TO REPORT 

Based on the school principle of ‘prudent over-reaction and rapid de-escalation’ staff should report 
any incident that may affect school operations to the Administrator.  Although not an exhaustive 
list the following incidents should be reported.  These events can occur at the school or elsewhere 
and may occur out of school hours. 
 

 The death of (including suicide) or serious injury to, a student, parent, visitor or staff 
member. 

 Allegations of or actual assault of a student, staff member or a visitor. 

 A fire on the school property or in an area that may impact the school. 

 Siege/Hostage situations. 

 Suspicious person/s and/or vehicles. 

 Missing/disappearance/removal of Student/s. 

 Firearms or other weapons on the school property. 

 Bomb threat. 

 Motor vehicle collision. 

 Impact by machinery, equipment, aircraft. 
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 Fumes, spill, leak or contamination by hazardous material. 

 Outbreak or incidence of disease. 

 Flood. 

 Theft, vandalism and graffiti. 

 Issues of negligence or legal liability. 

 Need for an evacuation or lockdown. 

 An event that has the potential to subject the school to high levels of public or legal 
scrutiny. 

 Serious threats made against a student, visitor or staff member. 

 Unethical behaviour by staff. 

 Fraud 

 A student, visitor or staff member behaviour that could result in potential risk to another 
student, visitor or staff member.  Near misses that could have resulted in injury. 

 All Occupational Health and Safety incidents. 
 

LEGISLATION 

These Critical Incident and Emergency procedures have been developed in line with: 

 Emergency Management Act 2005 

 Emergency Management Regulation 2006 

 School Education Act 1999 

 School Education Regulations 2000 

 Disability Discrimination Act 1992 

 Occupational Safety and Health Act 1984  

 Occupational Safety and Health Regulation 1996  

 AS 3745 - 2010 Planning for emergencies in facilities'  

 Australian National Competency Standard CS-FP-001 - 1995 Fire Emergency Response 
 

RISK ASSESSMENT 
 

The Administrator will: 

 identify on-site and off-site situations that have the potential to become emergencies or 
critical incidents affecting the School’s operations; 

 determine potential risks associated with particular situations; 

 use the Risk Management within the Department of Education Portfolio: Policy, 
Procedures and Guidelines to assess the potential risks and develop mitigation strategies; 
and, 

 implement strategies to eliminate or reduce the likelihood of the occurrence of 
emergencies or critical incidents. 
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EMERGENCY CONTROL ORGANISATION (ECO) 

Due to small size of the Silver Tree Steiner School the Critical Incident Team are one and the same 
as the Emergency Control Organisation.  The ECO consists of Fire Wardens, Area Wardens and First 
Aid Officers, as well as outside agencies such as Fire and Rescue Services. 

The role of the ECO is to ensure the safety of students, staff, visitors and contractors during an 
Incident or Emergency. 

During Incidents and/or Emergencies, instructions from ECO personnel (i.e. Wardens and Fire and 
Rescue Services personnel) overrule the normal management structure. 

The Chief Warden is the first person on this list who is present: 
  
 A. The Administrator 
 ↓ 
 B. Oldest Year Level Class Teacher (hand over class to another teacher) 
 ↓ 

C. Next Year Level Class Teacher (hand over class to another teacher) 
↓ 
 D. Until Youngest Year Level Class Teacher (hand over class to another teacher) 
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EMERGENCY AND CRITICAL INCIDENT RESPONSE - AEIOU 

The Chief Warden will determine the level of response and specific actions taken by considering; 
1. the potential and likely impact of the emergency or critical incident on the school 

community (including students, parents, other schools and community members); 
2. the timing of the incident (time of day, whether it occurs during a weekend or in the school 

holidays and upcoming events (e.g. exams or the school ball));  
3. the extent to which the incident is site-specific or community-oriented; 
4. the location of the emergency or critical incident; 
5. weather conditions; 
6. the cumulative effect of other emergencies or critical incidents which have affected the 

site in the recent past; 
7. the age and capabilities of the student population; 
8. the social, cultural, lingual, economical, geographical and other community factors; and 
9. the management role that other agencies play under legislature or policy. 

 
The actions listed below are consistent with the Department's approach of: 
 

A Assess situation, call emergency 
services, assist those in danger 

E Evacuate students, staff and visitors, 
if appropriate 

I Inform the district office or central 
office 

O Organise resources, advise parents 
 

U Undertake recovery operations and 
return site to normal 
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A E I O U - RESPONSE COORDINATION 

These tables have been reproduced from the Department of Education’s Emergency and Critical 
Incident Plan. 
 

A ASSESS THE SITUATION, CALL EMERGENCY SERVICES AND ASSIST THOSE IN DANGER 

 ACTIONS COORDINATED BY 

 Verify information.  

 Take appropriate safety precautions  
(e.g. turn off gas, water and/or electricity).  

 

 Administer First Aid where appropriate.  

 Contact emergency services as appropriate:  

Ambulance, WA Police, Fire Brigade, gas provider, water 
provider, electricity provider.   

Phone numbers for each of these are on the Emergency 
Management Response wallet card. 

 

 Ensure the incident site remains secure and undisturbed where 
WA Police or FESA are likely to be involved. 

 

 Remove people from the scene to an appropriate assembly area 
or classroom.   

 

 Account for everyone in the vicinity.  

 Activate an incident management team to plan further actions 
and enact the response plan. Allocate specific responsibilities. 

 

 Record details of event, including the source/s of information.  
Make notes as information is received. (See the Emergency and 
Critical Incident Diary in the Appendix). 

 

 Gain family/WA Police authority to release information.  

 

E EVACUATE (ON-SITE OR OFF-SITE) OR LOCKDOWN 

 ACTIONS COORDINATED BY 

 Consider the need to evacuate either on-site or off the school 
site. 

 

 Liaise with school staff, other agencies and the district education 
office in considering lockdown.  

 

 Communicate the evacuation or lockdown using predetermined 
activation signals. 

 

 Take the evacuation kit to the designated assembly 
area/administration area. 

 

 See checklist of specific lockdown actions.   
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I INFORM AISWA 

 ACTIONS COORDINATED BY 

 Contact AISWA  

 Contact school Occupational Safety and Health Representative.  

 

 
ORGANISE TO SUPPORT THOSE AFFECTED 

(as determined by the assessment of the situation) 

 ACTIONS COORDINATED BY 

 Offer immediate comfort and support to those most affected.  

 Make direct contact with affected staff or families. 

(In the case of a death, WA Police contact the family.) 

 

 Prepare a statement for informing students and determine 
method of delivery.   

 

 Brief all staff of known facts  
Ensure everyone knows how to respond to media  

 

 Inform students using a prepared statement and offer comfort 
and support.  Consider siblings and close friends. 

 

 Set up a recovery room.  

 Send the inconsolable to recovery area and/or Student Services 
staff (school psychologist, nurse, chaplain, year coordinators). 

Make arrangements for students/siblings/parents to be re-
united. 

 

 Prepare a written statement related to incoming enquiries and 
for students to take home to their parents.   

 

 Consider staff and students absent or off-site today, relief staff, 
ex-students and ex-staff that need to be informed. 

 

 Identify and notify others who need early advice (e.g. P&C, key 
community agencies, other schools affected). 

 

 Consider the staff in need.  

Available:  http://det.wa.edu.au/policies 

http://det.wa.edu.au/policies
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SECTION TWO 

CRITICAL INCIDENT AND EMERGENCY PROCEDURES 

 

RAISING THE ALARM 
Any staff member who identifies an emergency situation must do the following. 
  

1. Don vest and gather megaphone, bell and FIRE WARDEN folder from office or class 
room. 

2. Direct Registrar (or another adult) to – 
- Inform Emergency Services of situation (Dial 000) 
- Remain in office to receive and make calls, if safe to do so. 

 

FALSE ALARMS  
If no fire / emergency is found, the Chief Warden must:  

 
1. Inform staff/visitors of the false alarm, and  
2. Meet the emergency service on arrival and inform them of the situation.  

 

AREA CONTACT STRUCTURE 

 
Due to the school not having an Early Warning Information System (EWIS) notification and 
information will be communicated as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
              Bell/Megaphone/runner                                                              Megaphone/runner 
 
 
  
        

 

EMERGENCY CONTROL CENTRE 
(Office) 

ADMINISTRATOR 
REGISTRAR 

or DESIGNATED ADULTS 

Primary Buildings and 
play areas 

Kindergarten and 
Playgroup buildings 
and other areas as 
appropriate 
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EVACUATION 

 
Evacuation Procedure 
 
On hearing the constant ringing or whistling of the emergency bell or whistle, staff, students and 
visitors shall observe the following. 
 
1. Reassure all students and visitors. STAY CALM 

 
2. Close and lock all doors and windows if safe to do so. Teacher to pick up attendance roll.  

 
3. Evacuate to the assembly area on Market Square west of the main carpark via the safest 

route unless otherwise directed. (See map on wall)  
 

4. Teacher to check the roll for all students.  If student missing, Chief Warden to nominate an 
adult to search for child.  A teacher is to remain with each class or hand over responsibility 
to another staff member. 

 
 The Fire Warden is the first person on this list who is present: 
  
 A. The Administrator 
 ↓ 
 B. Oldest Year Level Class Teacher (hand over class to another teacher) 
 ↓ 

C. Next Year Level Class Teacher (hand over class to another teacher) 
↓ 
D. Until Youngest Year Level Class Teacher (hand over class to another teacher) 

 
5. Do not return to the school buildings until “all clear” directions are given. 

 
6. Reporting. Class Teachers to review attendance register and report missing students to the 

Fire Warden.  All staff to report to the Fire Warden with information about their classes.  
 

7. Crisis Management Team members (Administrator and delegated staff) will designate roles 
as required.  Staff with designated duties should assume their role/positions.  
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WHOLE SCHOOL EVACUATION PLAN 

 
If the decision has been made to evacuate the whole of school follow these steps: 
 
1. Inform all teachers we are Evacuating and for children to have hats and shoes on and bags 

ready at desks. Children to remain seated in classroom with teacher. Check roll. 
2. Evacuate early. If plenty of time permits, Registrar (or designated adult/s) to call parents 

and ask them to collect children from classroom. Teachers to keep children in classrooms 
and release to parent. Mark children departure on the roll. 

 
If faster evacuation required: 
3. Registrar to inform Emergency Services we are evacuating to evacuation area as advised 

by Shire or Emergency Services. 
4. Registrar or delegated adult to phone parents on “CLASS TELEPHONE TREE” to drive to 

school and assist with evacuation of children. 
5. Fire warden to delegate Carpark Warden to meet arriving parents and have them wait in 

carpark. 
6. If the situation requires that the school grounds need to be evacuated, directions will be 

given by the Fire Warden via runners as to where to go and by which route. Children and 
adults to drop to a crouch or crawling position if smoke and toxins are evident. 

7. Carpark Warden to assign children to cars for evacuation. Write down which children are 
in which cars.  The Carpark Warden must check them off as having left the campus.  

8. UNLESS OTHERWISE DIRECTED ALL CARS ARE TO DRIVE DIRECTLY TO DEISIGNATED 
EVACUATION AREA. 

9. All other parents to collect children from designated evacuation area.  
10. Fire Warden to designate an Evacuation Coordinator to drive to designated evacuation 

area and co-ordinate evacuation from there, releasing children to parents.  The Evacuation 
Coordinator or delegate must check them off as having left the designated evacuation area.  

11. Teachers to remain at school until Fire Warden delegates children with them to be driven 
to the designated evacuation area.  Take class roll and parent contact lists with you.  

12. Fire Warden and Registrar to remain at school until all children evacuated, then to drive to 
designated evacuation area. 

13. Fire Warden to liaise with Evacuation Warden at the designated evacuation area. 
14. Both Wardens and Registrar to remain until all children collected. 
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ASSEMBLY POINTS 

When ordered to evacuate the building by the Chief Warden everyone must proceed to the following 
Assembly Point:  

 

Primary Assembly Point – Market Area west of main carpark 

When ordered to evacuate further, everyone must proceed directly to the primary Assembly point.  

 

Secondary Assembly Point – in-side Kindy Room 6 

If unable to get to the Primary Assembly Point or the Primary Assembly Point is not acceptable and safe, 
then people/visitors/contractors should move to this area. 

 

EVACUATION CENTRES 

The Shire does have nominated evacuation centres identified within Local Emergency 
Management Plans. The selection of a centre is made at the time of the emergency by the 
relevant authorities, this is then advised to residents by FESA, Shire and Police. 

A predetermined centre cannot be nominated as the location of such needs to be made taking 
into consideration the position of the fire and the characteristics of a specific event.  There would 
be nothing more dangerous than sending residents to a centre which is in the direct path of a 
fire. 

Should a fire be in a local area residents need to determine if they will stay and defend their 
property or leave early.  If residents leave early they would be best advised to go to a house of 
family or friends outside the district under the treat from the fire.  

Evacuation Centres 

 Brown Park  
 Chidlow Hall  
 Chidlow Pavilion  
 Darlington Hall  
 Glen Forrest Hall  
 Mount Helena Recreation Centre  
 Parkerville Hall  
 Parkerville Pavilion 
 Wooroloo Hall 

DO NOT PANIC 

DO NOT RUN  

DO NOT RE-ENTER THE BUILDING FOR ANY REASON  
UNTIL THE CHIEF WARDEN SAYS IT IS SAFE TO DO SO.   
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EMERGENCY TELEPHONE NUMBERS 
 

 

AMBULANCE     Emergency   000 or 112 (Mobile)  
 
DFES    Fire / Emergency Public Info  1300 657 209 
 
SHIRE OF MUNDARING FIRE HOTLINE     08 9290 6782 
 
MEDICAL    Emergency    000 or 112 (Mobile) 
     Royal Perth    08 9224 2244 
     Swan Districts    08 9347 5244 
 
POLICE    Emergency    000 or 112 (Mobile) 
     Reporting    13 14 44 
 
 
STATE EMERGENCY SERVICES      13 25 00 
 
DEPARTMENT OF EDUCATION SERVICES     9441 1900 
 
SCHOOL ADMINISTRATION 
SILVER TREE STEINER SCHOOL FIRST CONTACT – Administrator 0438 133 805 
SILVER TREE STEINER SCHOOL SECOND CONTACT - Bursar  0418 814 488 
SILVER TREE STEINER SCHOOL INFRASTRUCTURE – Maintenance 0412 298 994 
 
 
AUSTRALIAN PROTECTIVE SERVICES     08 9479 3930 
 
 
HEALTH DEPARTMENT WA       08 9346 3333 
    -  Radiation Department 
 
 
HEALTH DEPARTMENT WA       08 9388 4999 
   -  All DG except Radiation 
 
 
AISWA         08 9441-1600 
 
 
PSYCHOLOGY SERVICE       08 9208 2204/06 
 
 
WESTERN POWER        13 13 51 
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GENERAL SAFETY REQUIREMENTS 
 
 

 
1. Corridors, aisles and walkways must remain clear of obstructions. 
 
2. Exit doors remain clear and unlocked whilst the premises are occupied. 
 
3. Fire fighting equipment is available, serviceable and accessible. 
 
4. Excess quantities of combustible materials are not permitted to accumulate anywhere on the 

premises. 
 
5. Correct storage of flammable liquids and chemicals must be maintained. 
 
6. Fire and smoke doors are kept shut except during use.  The door should close automatically and 

they should not be held open by wedges, rocks, chairs etc. 
 
7. Fire stairs are kept clear at all times and are not used for storage. 
 
8. The keeping of flammable should be permitted only in special circumstances and only in minimal 

quantities. 
 
9. Good housekeeping must be maintained by all staff. 
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FIRE EQUIPMENT CHART 
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EVACUATION FOR DISABLED / SPECIAL NEEDS PERSONNEL 
 
 
 

1. When evacuation procedures are in place, people should be considered as disabled if they can not 
evacuate without assistance, or if they take longer than an average person. 

 
2. Wardens need to be aware of any disabled people in their area. When an evacuation is taking place, 

arrangements should be made for someone to be assigned to each disabled person to assist them. 
This should be someone within close proximity of that person and will need to assist the disabled 
person to a predetermined “safe” area. Fire Services will determine the method of evacuating 
disabled persons from these safe areas, if need be. 

 
3. Floor Wardens should inform the Chief Warden of the number of disabled person, location, nature 

and extent of their disability at the completion of the general evacuation. The Chief Warden should 
then inform the Emergency Services, who will determine what further action should be taken for 
the safety of the disabled persons. 

 
4. Disabled persons should participate in the regular fire drills that are conducted. 
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THE CHIEF WARDEN ROLE  
(White Hat)  

OBJECT  
1. In the event of an emergency/incident assume control of all activities in connection with the 

emergency organisation and evacuation procedures until the hand over to the Emergency Service 
Personnel.  

 
2. Take appropriate action during an emergency to ensure the safety and well being of all building 

occupants.  
 
ACTION  
1. Immediately after initiation of the emergency signal or notification of an emergency situation, 

immediately proceed to the Assembly point and assume control of the emergency incident.  
 
2. Contact the appropriate Warden(s) from the Class Room or Zone where the alarm has been 

activated, and assesses the situation.  
 
3. If necessary, evacuate the appropriate Class Room or Zone(s) and/or building.  
 
4. Make sure that the relevant authorities have been notified, e.g. Fire Brigade, Police and/or 

Ambulance.  
 
5. Assist the authorities, i.e. Fire Brigade, Police etc. as required.  
 
6. Ensure everyone has been evacuated from the building.  As Area Wardens report cleared Class 

Room/s or Zones mark off checklist.  
 
7. Maintain communication with the Wardens as to the situation.  
 
8. Advise everyone when it is safe to re-enter the building following a fire or other emergency or when 

a drill has concluded.  
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AREA WARDENS ROLE 
 

OBJECT  
Area Wardens will, in the event of an emergency/incident, assume control of his/her allocated area. 
 
Every teacher is an area warden and is responsible for clearing his/her class room and ensuring all students 
are cleared out of the class room and escorted to the Assembly area.  
 
ACTION  
Upon notification:  

1. Gather their equipment and wait at their class room or designated Zone - await instructions from the 
Chief Warden;  

2. if contacted by the Chief Warden, check their class room or designated Zone and report back to the 
Chief Warden; 

 

3. when ordered to evacuate by the Chief, facilitate the evacuation of the area;  
 
4. search the class room or designated Zone to ensure everyone has left the area and physically check 

each room, studio, and toilet within their Zone (if a door is locked, knock loudly, yell and if no answer, 
move on);  

 
5. assist any disabled persons to evacuate; 
 
6. ensure all doors are closed as people are evacuated;  
 
7. when the class room or designated Zone is cleared of people, report to the Chief Warden when at 

the Assembly area, and  
 
8. carry out any other instructions as requested by the Chief Warden.  
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FIRST AID OFFICERS ROLE 
(Green Hats or White Hats with First Aid symbol)  

 
OBJECT  
 
To render first aid to the injured, or those in need of assistance.  
 
 
ACTION  
 
On being notified of an emergency:  
 
1. proceed to the nominated Class Room or Zone;  
 
2. await further instructions from the Chief Warden;  
 
3. in an emergency attend to the first aid requirements as directed by the Chief Warden until 

professional medical attention is available and/or services are no longer required, and  
 
4. on the Evacuation signal proceed to the Assembly point at the front of the School and stand by for 

instructions from the Chief Warden.  
  
 

NOTE:  First Aid Officers must not put themselves at risk in order to render first aid. 
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ARMED HOLD-UP 

 
In the event of an armed hold-up situation: 
 

1. Comply with the instructions given by the offender at all times. Try to REMAIN CALM. 

2. Only do what you are told to do – NO MORE, NO LESS.  

3. DO NOT argue with, threaten or stare at the offender. 

4. DO NOT attempt to disarm or otherwise apprehend the offender. 

5. Assume the offender is armed, even if a weapon cannot be seen. 

6. If the offender is carrying a firearm, it should be regarded as being loaded. 

7. Raise the alarm only if it is safe to do so. 

8. Answer any question when asked. 

9. Avoid any sudden movement that could panic the offender. 

10. If students are present, try to shift the offender’s attention away from them. 

11. Observe as many details of the offender as possible. 

12. Note any items and surfaces touched by the offender. 

13. Immediately after the incident, the principal/site manager is to: 

14. secure the immediate vicinity (for example, lock the office/room in which the hold-up 
occurred;  
 

15. do not allow anyone to approach the area in which the offender was located); 

16. notify police; 

17. Report the incident as soon as possible in accordance with Department of Education procedure and 
attend to the post-incident needs of students and staff; and 
 

18. ensure students who are not in the immediate vicinity of the hold-up are kept away from 

it. 
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CIVIL DISORDER AND ILLEGAL OCCUPANCY 
 
Based on the information available, the Chief Warden/Administrator should consider the following 
operational levels: 
 
Level 1  Normal operation 
 
Level 2 Report of a potential situation 
 
Is there are indications that trouble is a distinct possibility and the information has been received from 
credible sources: 
1. Notify police and request assistance 

2. Restrict staff and students to quadrangle areas and the immediate surroundings of the buildings 

3. Secure perimeter gates if the school is fenced 

4. Prevent people leaving or entering the school or college site except by the main gate 

 

Level 3 Incident is imminent 
 
1. Notify police and request assistance 

2. Evacuate staff and students to a safer location away from the incident.  Remain in the room, 

securing it if possible, or proceed to another room that can be secured 

3. Keep away from windows.  If considered necessary and possible, lie prone on the floor 

4. Lock all other buildings 

5. If the school is fenced, lock all perimeter gates 

6. Communicate with emergency services personnel (Chief Warden/Administrator) 

7. Announce resumption of normal operation (Level 1) only after receiving advice from emergency 
services personnel (Chief Warden/Administrator) 

 
Detailed information on civil disorder and illegal occupancy procedure guidelines are provided in section 6 
of the Standards Australia AS 3745:2002 Emergency Control Organisation and Procedures for Buildings, 
Structures and Workplaces. 
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INTRUDER or LOCK DOWN INCIDENT 

Lockdown is the act of isolating students, staff and visitors from a perceived threat of physical 
harm at the school site by confining people to classrooms or other school buildings. 
 
The Chief Warden or Administrator will initiate lockdown based on an assessment of risks to 
students and staff.  The decision to initiate lockdown will be informed by advice from other 
agencies, the education regional office or other information available at the site (See Checklist 
below). 

INTRUDER 

1. CHILDREN TO REMAIN IN GROUPS and do not approach intruder 
 

2. DO NOTHING. Comply with the requests of the intruder 
 

3. Try to observe any features in addition to normal description of intruder. 
 

4. When the intruder leaves notify the front office and/or ring 000.  All witnesses should 
write down their description of the intruder. 

 

LOCK DOWN INCIDENTS 

 Intermittent Bell Ringing or whistle blowing. 
OR 

 Silent lockdowns require phone calls to be relayed between learning areas.  
 
A Lock Down incident is one where we require teachers and students to be protected from an 
incident and remain in a classroom.  A Lock Down requires teachers and students to remain in 
classrooms (or if in playground, move to classroom).  
 

1. Lock the outside doors and windows, move to the centre of the class remain together 
until the all clear is given.  

 
2. A Lock Down incident may be an intruder in the grounds, a significant road incident 

near the school or a medical emergency within the school. In all these instances 
sufficient space/distance is needed from the incident. 

 
3. Remain in the classroom until advised by the Chief Warden that it is safe to leave. 

 
COMMUNICATION TO PARENTS 
When preparing communications for parents following a lockdown the Administrator or 
representative of the School’s Board will liaise with the Department of Education - Regional 
Executive Director and the Department’s media unit (phone 9264 5821). 
 
Note:  Records and documentation associated with a lockdown need to be maintained by the 
Administrator. 
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LOCKDOWN CHECKLIST 

CHIEF WARDEN OR ADMINISTRATOR 
(INCIDENT CONTROLLER) 

Actions (to activate, and during, a lockdown) Completed 

Liaise with school staff, other agencies and the education regional office in 
considering a lockdown 

 

Activate lockdown using the predetermined activation signal  

Advise WA Police and other appropriate emergency service agencies  

Advise Regional Executive Director/education regional office  

Establish the incident management team (to plan further actions and enact the 
response plan) 

 

Allocate specific responsibilities  

Collect evacuation kit  

Guide visitors to safety  

Divert parents and returning groups from the school  

Ensure a telephone line is kept free  

Keep public address system free  

If possible, stop the usual school siren from sounding period changes or break 
times 

 

Secure external doors and entrances  

Keep main entrance as the only school entry point. This entrance must be 
constantly monitored and no unauthorised people have access 

 

Have a delegated staff member wait at the main entry to the school to guide 
emergency services personnel, if safe to do so 

 

Ascertain (as possible) if all students, staff and visitors are accounted for  

Record some details of actions undertaken and times (use Emergency and Critical 
Incident Diary from Appendix) 

 

Await de-activation advice from emergency services personnel   

CHIEF WARDEN OR ADMINISTRATOR 
(INCIDENT CONTROLLER) 

Actions (to de-activate, and immediately following, a lockdown) Completed 

Confirm with emergency service personnel that it is safe to de-activate lockdown  

Determine whether to activate the school parent re-unification process  

Determine if there is any specific information staff, students and visitors need to 
know (e.g. areas of the school to avoid or parent re-unification process) 

 

De-activate lockdown using the predetermined de-activation signal  

Advise staff, students and visitors of any specific information they need to know  

Ensure any students, staff or visitors with medical or other needs are supported  

Provide appropriate information on the lockdown to staff and students  

Print and issue pre-prepared parent letters and give these to students for them to 
take home 

 

Advise the education regional office that the lockdown is over and the outcomes  
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CHIEF WARDEN OR ADMINISTRATOR 
(INCIDENT CONTROLLER) 

Actions (to activate, and during, a lockdown) Completed 

Seek support from the Regional Executive Director or Coordinator Regional 
Operations, as required 

 

Brief staff on the incident  

Ensure all personnel are made aware of Employee Assistance Program contact 
details 

 

CHIEF WARDEN OR ADMINISTRATOR 

(INCIDENT CONTROLLER) 

Actions (follow-up) Completed 

Prepare and maintain records and documentation.  

Follow up with any students, staff or visitors who need support  

Have an operational debrief to review the lockdown and school procedural 
changes that may be required 

 

SCHOOL STAFF 

Staff actions during a lockdown Completed 

If in class, stay in the classroom  

If out of class, move to the closest classroom or safe area  

Direct students who are out of class into their regular or the closest classroom  

Do not leave classroom to get students  

Close the classroom door (lock it if possible)  

Close windows, blinds and shutters  

Turn lights off  

Keep all people close to the ground (e.g. on the floor) and away from windows and 
doors 

 

Tell students that mobile phones are not to be used and are to be turned off  

Record the names of all people in the classroom  

Stay calm and encourage others to be calm and quiet  

Provide information to the principal or site manager, as required  

Do not allow any unauthorised people into the room  

Remain in the room until the de-activation signal is given  

If emergency medication is required then contact the administration office for 
advice 

 

If a young child needs to use a toilet consider use of a plastic lined bin  

When de-activation is signalled listen for/await any specific instructions from the 
principal or site manager 

 

Explain any special instructions (as requested by the principal or site manager)  

Follow any specific instructions from the principal or site manager  

 



  

Version 2   Page 30 
 

EARTHQUAKE PROCEDURE 
 
 
In the case of Earthquake, you should do the following: 
 
INDOORS 
1. Do not run from the building.  
 
2. Safest places to be are: 

 

 Under your desk 

 In a corner away from a window 

 In a strong doorway. 
 
3. Be wary of : 
 

 Falling plaster, bricks, light fixtures 

 High bookcases, cabinets, shelves and other equipment/furniture which may fall or slide. 
 
4. Stay away from windows, mirrors or chimneys. 
 
5. Remain under shelter until instructed otherwise by your Warden. 
 
 
OUTDOORS 
1. Move quickly away from buildings and power poles 
2. Evacuate to designated assembly areas 

 
 

AFTER THE EARTHQUAKE 
1. Check attendance against class rolls at the designated assembly area 

 
2. Liaise with emergency services 

 
3. Check for injured people.  DO NOT MOVE SERIOUSLY INJURED PEOPLE UNLESS THEY ARE IN 

IMMEDIATE DANGER.  WAIT FOR EMERGENCY SERVICES 
 

4. Survey damage 
 

5. Turn off electricity, gas and water supplies only when it is safe to do so 
 

6. Check for damage, gas leaks, power failure and any other hazards.  Ensure that no-one returns to any 
building unless authorised to do to (principal/site manager) 
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GAS LEAK PROCEDURE 
 
 
 
In the event of a gas leak being detected, you should (having due regard to own safety) – 
 
1. Assess the situation, being wary of ignition sources, and the inhalation of toxic gases. 
 
2. Report the leak to the Chief Warden or Fire Warden, who will initiate the appropriate emergency 

service call. 
 
3. Commence an immediate evacuation of people from the affected area.  Rescue and evacuate any 

persons affected by the gas, if it is safe to do so. 
 
4. Arrange for first aid to be provided to injured persons. 
 
5. Remain at the Assembly point until you are advised it is safe to return to the building by the Chief 

Warden. 
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ELECTRICAL HAZARD 
 
 
 
In the event of an electrocution from faulty electrical wiring or equipment, the following should occur (having 
due regard for personal safety) – 
 
1. Isolate the area/hazard, provided it is safe to do so. 

 
2. If domestic electricity, switch off the current, do not cut the cable. 

 
3. If high voltage electricity is involved (such as fallen power cables), wait until the current is 

disconnected. 
 

4. Do not touch the person or any conducting material which is also in contact until the current is 
disconnected 
 

5. Act immediately to arrange first aid and to contact Emergency Services.  Any person who has received 
an electric shock MUST be taken to hospital for treatment, even if they appear ok. 
 

6. Warn any onlookers of the danger. 
 

7. Ensure any faulty equipment is tagged to prevent further use. 
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EXPLOSION PROCEDURE 

 
 
 
In the event of a sudden explosion, you should (having due regard to own safety) – 
 
1. Assess the situation, being wary of fallen live wires, spilt flammable/corrosive liquids, the release of 

hazardous materials or flammable or toxic gases. 
 
2. Report the explosion to the Chief Warden or Fire Warden, who will initiate the appropriate 

emergency service call. 
 
3. Commence an immediate evacuation of people from the explosion-affected area.  Rescue and 

evacuate any injured persons, if it is safe to do so. 
 
4. Arrange for first aid to be provided to injured persons. 
 
5. If it is safe and you have been trained, fight any small fires that may have been lit as a result of the 

explosion. 
 
6. Remain at the Assembly point until you are advised it is safe to return to the building by the Chief 

Warden. 
 

7. Report the incident as soon as possible in accordance with Department of Education procedures. 
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COMMUNICABLE/INFECTIOUS DESEASES 

 
 
Shared facilities increase the risk of infectious diseases; therefore the following should be adhered to: 
 

 

1. Encourage staff to report injuries and illnesses. 
 
2. Encourage parents or carers to report infectious conditions to the school or facility if a 

student is absent due to illness. 
 
3. Notify the local Public Health Unit if many students or staff are absent and appear to have 

similar symptoms, as outbreak may be occurring. 
 
4. Staff should monitor students for signs of infectious disease and act promptly if an infectious 

disease is suspected. 
 
5. Seek medical help early for people that may be suffering from an infectious disease. 
 
6. Liaise with the local Public Health Unit about the return of individuals or groups to the school. 
 
7. Return the school to normal activities as soon as possible. 

 
8. Report the incident as soon as possible in accordance with Department of Education and Department 

of Health (DoH) procedures. 
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PANDEMIC 
 
A pandemic is an epidemic of infectious disease that is spreading through human populations across 
a large region; for instance a continent, or even worldwide.  (Source:  Wikipedia) 
 
Seasonal (or common) influenza is a respiratory illness that can be transmitted from person to 
person.  Most people have some immunity, and a vaccine is available. 
 
Avian influenza (or bird ‘flu) is caused by influenza viruses that occur naturally among wild birds. 
The H5N1 variant is deadly to domestic fowl and can be transmitted from birds to humans.  There 
is no human immunity and no vaccine is available. 
 
Pandemic (H1N1) 2009 is a new virus that has not circulated among humans before.  This virus is 
different from previous or current human seasonal influenza viruses. 
 
Pandemic influenza is virulent human influenza that causes a global outbreak, or pandemic, of 
serious illness.  Because there is little natural immunity, the disease can spread easily from person 
to person. 
 
In the event of any staff or students having been diagnosed with infectious disease the school will 
need to decide to: 
 

1. Close or exclude students/staff during a pandemic.  It may be necessary to close a classroom 
or the school in order to prevent the spread of an outbreak.  In general:  

 Children with flu-like symptoms should not attend school.  
 If a child becomes sick with flu-like symptoms at school they should be sent home.  
 School exclusion for children returning from particular countries overseas is no longer 

applicable. 
 

2. Looking out for outbreaks - Influenza is a mild disease in most cases but a severe disease in 
some people.  Sign of likely outbreak of influenza would be the occurrence of three new 
cases of flu-like illness within a three day period in a single class within the school. 

 
3. Any suspected outbreaks of influenza mustl be reported promptly to the local Public Health 

Unit in our state and territory. 
 
4. Staff caring for students with flu-like symptoms should limit contact with other staff and 

students until the ill student’s symptoms have resolved.  Staff do not need to stay away from 
educational facilities unless they also develop flu-like symptoms. 

 
5. Report the incident as soon as possible in accordance with Department of Education and 

Department of Health (DoH) procedures. 
 
The Department of Health (DoH) is the department responsible for developing and implementing 
measures to respond rapidly and effectively to pandemic influenza.  DoH will be the source the 
school uses for information on pandemics. 

 
 

http://en.wikipedia.org/wiki/Epidemic
http://en.wikipedia.org/wiki/Infectious_disease
http://en.wikipedia.org/wiki/Continent
http://www.flupandemic.gov.au/internet/panflu/publishing.nsf/Content/clinical-desc-diag-1


SILVER TREE STEINER SCHOOL – CRITICAL INCIDENT AND EMERGENCY MANAGEMENT PROCEDURES 2012 

Version 2  Page 36 

DANGEROUS GOODS/HAZARDOUS SUBSTANCE SPILL PROCEDURE 
 
 
In the event of a dangerous goods/hazardous substance incident of any nature the following procedures is 
to be adhered to: 
 
1. DO NOT Touch, Handle or Move the item; 
 
2. Immediately advise the Chief Warden of the incident; 
 
3. The Chief Warden is to instigate the appropriate Evacuation Procedure (if deemed necessary) i.e. 

evacuate the entire School or cordon of the immediate area. 
 
4. Evacuate the area through your normal emergency procedures 
 
5. Depending on the level of hazard from the Dangerous Good/Substance, emergency services may need 

to be called, take note of – 

 Name of Substance 

 Dangerous Goods Class 

 HAZCHEM code 
 
6. If possible threat to environment, due to toxic substances reaching stormwater drains, or leaching into 

soil, use bunting to protect drains or contain the spill, if safe to do so. 
 
7. Any persons who may have come into contact with a dangerous good/hazardous substance must not 

eat, drink or smoke until decontaminated. 
 
8. When the area has been declared safe and the dangerous/hazardous substance has been dealt with 

the supervisor or manager must be advised.  If the incident has been serious, EPA or other relevant 
authorities will be notified by the Administrator. 

 
 
NOTE Any Dangerous Goods/Hazardous Substance spills should be cleaned up by a qualified 

contractor/service provider if they pose a risk to the health and safety of employees 
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ENVIRONMENTAL SPILL PROCEDURE 
 
 
In the event of an Environmental spill – 
 
1. DO NOT attempt to clean up the spill unless it is non toxic. 
 
2. Immediately advise the Chief Warden of the incident. 
 
3. The Chief Warden will decide what clean up procedure is appropriate 
 
4. If the spill is a toxic or harmful product, then the Chief Warden is to instigate the appropriate 

Evacuation Procedure (if deemed necessary), ie. Evacuate the entire shed or cordon off the 
immediate area. 

 
5. Evacuate the area through your normal emergency procedures 
 
6. Any remaining product from the spill should be disposed of in an environmentally sound manner.  

Advice should be sought from a contractor/service provider if necessary on the correct disposal 
procedure. 

 
7. If possible threat to environment, due to toxic substances reaching stormwater drains, or leaching 

into soil, use bunting to protect drains or contain the spill, if safe to do so. 
 
8. Any persons who may have come into contact with a dangerous good/hazardous substance must not 

eat, drink or smoke until decontaminated. 
 
9. If the incident has been serious, EPA or other relevant authorities will be notified by the 

Administrator. 
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EXPLOSIVE THREAT 

 
If a suspicious item is found: 

 
1. Do not touch it 

2. It is has been touched, place it gently on a level surface immediately 

3. Evacuate the immediate area, noting the exact location and description of object 

4. Notify the principal/site manager 

5. Notify police (Chief Warden/Administrator) 

6. Report the incident as soon as possible in accordance with Department of Education procedures. 
 

 

 

 

The following signs should alert staff to the possibility that a suspicious item is dangerous 

 Unusual odours, such as marzipan or machine oil 

 Grease marks on the envelope or package 

 Heavy, bulky or oddly-shaped envelopes or packages 

 Visible wiring or tinfoil 

 Weight of envelope or package is unevenly distributed 

 Hand delivery, over-stamping or an unusual place of origin; contact the sender if there is a 

name on the envelope or package 

 Excessive wrapping 

 Poor handwriting, spelling or typing 

 A wrong or foreign address or no return address 
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BOMB THREAT 

 
 
You should follow this procedure if you receive a threat via the telephone: 
 
1. Try to calm the person down. 
 
2. Write down the EXACT wording of the threat. 
 
3. Attract the attention of the nearest work mate. Alert them to the fact that you are receiving a threat. 

They will contact the Chief Warden.  (Do not use mobile phones if a Bomb Threat is being made). 
 
4. Use the Bomb Threat Check List, to help you keep the caller on the phone. 
 
5. Ask the questions on the check list. 
 
6. DO NOT HANG UP YOUR PHONE. 
 
7. Even if the caller hangs up, do not hang up your phone. The police will still be able to trace the call. 
 
8. Advise your warden, they will contact the police. 
 
9. Wait for instructions from the warden. 

 
10. Report the incident as soon as possible in accordance with Department of Education procedures. 
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CHEMICAL AND BIOLOGICAL EMERGENCIES 

IMPORTANT NOTICE - CHIEF WARDEN & AREA WARDENS 

 

 
Should a possible biological and/or chemical incident be brought to your attention you should take the 
following steps.  
 
1. Call 000 – ask for Fire Hazmat and report:  
 

• exact location;  
• building floor;  
• estimated number of victims;  
• wind direction (if chemicals suspected);  
• directions to approach upwind (if chemicals suspected), and  
• description of package and action taken (e.g. covered with cardboard box).  

 
2. Secure scene, prevent others from entering, and evacuate building.  
 
3. Turn off ventilation systems and any fans in immediate area.  
 
4. Keep area secure until help arrives.  
 
5. Report the incident as soon as possible in accordance with Department of Education procedures. 
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CHEMICAL AND BIOLOGICAL EMERGENCIES 
 
 

 
If a package or envelope has not been opened: 
 

1. Place the item in a plastic bag, seal it: place it in a second plastic bag and seal it again 

2. Keep your hands away from your face and avoid contaminating your eyes, nose and mouth 

3. Wash your hands if it is possible to do so without leaving your work area 

4. Stay in your office or immediate work area.  This also applies to your co-workers in the same room.  

Prevent others from entering the area and becoming contaminated 

5. Call police on 000 (principal/site manager) 

6. Wait for help to arrive 

 

If the package or envelope has been opened: 
 

1. Do not disturb, move or touch the item any further.  If material has spilled from the item, do not try 

to clean it up or brush it from your clothing 

2. Keep your hands away from your face to avoid contaminating your eyes, nose or mouth 

3. If practicable, place an object such as a rubbish bin over the package or envelope without disturbing 

it 

4. Wash your hands if it is possible to do so without leaving your work area 

5. Stay in your office or immediate work area.  This also applies to your co-workers in the same room.  

Prevent others from entering the area and becoming contaminated 

6. Call police on 000 (principal/site manager) 

7. Wait for help to arrive 

8. Report the incident as soon as possible in accordance with Department of Education procedures. 
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 MEDICAL EMERGENCY 

 
In case of Medical Emergency 
 
i.e. life threatening condition where person has collapsed or is unconscious, in respiratory / cardiac 
distress or severe pain: 
 

1. DO NOT leave the person unattended at any time. 
 

2. Evaluate (D.R. A.B.C.) and commence life saving procedures if necessary 
 

3. If alone obtain assistance by any means available to you: 
 

a. Yell for help 
b. Phone if able 
c. Send student to seek assistance 

 
4. Delegate a person to contact the office or use one of the emergency phones and give the 

following information 
 

a. condition of patient 
b. location of incident 
c. what assistance is required 

 
5. Report the incident as soon as possible in accordance with Department of Education procedures. 
 

 
 

THE ABOVE INFORMATION MUST BE CONCISE AND CORRECT 
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VIOLENCE/HARASSMENT OR BULLYING BEHAVIOUR PROCEDURE 
(From Parents, Students or Co-Workers) 

 
 
 
If faced by an aggressive, violent or bullying behaviour, do the following – 
 

1. Ask the offender to STOP the inappropriate behaviour. 
 
2. If being aggressive try to calm the person down; acknowledge their feelings and ask them to explain in 

a civil manner the issue. 
 
3. Get help if they continue to behave aggressively or heatedly from another person. 
 
4. Withdraw from the situation if the behaviour continues and appears to be escalating.  If you cannot 

withdraw, you are entitled to use reasonable force to protect yourself. 
 
5. Establish a physical barrier between yourself and the person or take refuge in another room or office 

– do not put yourself at risk.  Allow the person to leave the premises. 
 
6. If you haven’t been able to resolve the issue yourself, then report the problem to the school’s 

Administrator. 
 

7. Report the incident as soon as possible in accordance with Department of Education procedures. 
 

 
 
 
 
Note:  Any incidents reported will be investigated. 
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PEDESTRIAN ACCIDENTS 
 
 
 
In the event of a pedestrian accident, the following procedures shall be followed: 
 

1. Notify Emergency Services on 000 (Police, Fire Brigade, Ambulance as required). 
 

2. Apply first aid using standard precautions, ie avoid direct contact with blood and bodily fluids. 
 

3. Notify parents or carers. 
 

4. Report the incident as soon as possible in accordance with Department of Education procedures. 
 

5. Report the incident as soon as possible in accordance with Department of Education procedures. 
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SEVERE STORMS 
 
 
In the event that a severe storm is approaching, the following shall be followed: 
 
1. Listen to the local radio station for further information and advice. 

 
2. Direct students and staff to stay indoors and stay well clear of windows. 
 
3. Avoid using fixed line telephones. 
 
4. If driving, put on your hazard lights and pull over to the side of the road, clear of streams, trees and 

powerlines. 
 
5. If caught outdoors, seek shelter in a building or vehicle, but not under a tree. 
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STAFF OR STUDENTS LOST ON EXCURSIONS 
 
 
 
In the event that a Staff member or Students becomes lost during an excursion, the following shall be 

followed: 
 
1. Confirm Staff or Student is lost and where last seen. 
 
2. Contact Emergency Services and advise of the incident. 
 
3. Implement search plan with emergency services (bushwalks). 
 
4. Assist Emergency Services as required. 
 
5. Report the incident as soon as possible in accordance with Department of Education procedures. 
 

 
 
 

STUDENTS LEFT SCHOOL PREMISES WITHOUT PERMISSION 
 
 
 
In the event that a Students leaves or becomes missing from the School premises with permission, the 

following shall occur: 
 
1. Upon becoming aware that a student is missing, advise the Administrator immediately. 

  
2. The Administrator will confirm with the appropriate teacher that the child has not been collected by 

parent or guardian or is absent with reason. 
 

3. The Administrator will advise the ECO that a search for the student is to be implemented. 
 

4. Contact Emergency Services and advise of the incident. 
 
5. Assist Emergency Services as required. 
 

6. Report the incident as soon as possible in accordance with Department of Education procedures. 
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SUICIDE 
 

Should a suicide or attempted suicide occur within the school community, increased monitoring of students 
is essential. 
 
The following steps should be taken. 
 

1. Coordinate in consultation with members of the school a response to the suicide or attempted 
suicide. 

 
2. Provide affected staff and students with access to Employee Assistance Program and / or 

counsellors. 
 

3. Continue school activities as normally as possible. 
 

4. Report the incident as soon as possible in accordance with Department of Education procedures. 
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DEATH OF STAFF OR STUDENT 

(AT SCHOOL) 

 

 

Should a death occur either at the school or during an excursion/activity, the following steps should be 
taken. 
 

1. Call Emergency Services and advise of the incident. 
 

2. Take steps to ensure safety of other students and staff. 
 

3. Isolate the victim, cordon off area and do not cover victim. 
 

4. Notify the Administrator who will then contact relevant educational bodies. 
 

5. Make arrangements with Police for parents/carers/next of kin to be notified. 
 

6. Provide affected staff and students with access to Employee Assistance Program and / or 
counsellors 
 

7. Report the incident as soon as possible in accordance with Department of Education procedures. 
 

 
 
 
 

DEATH OF STAFF OR STUDENT 

(NOT SCHOOL RELATED) 

 

 
Should a death occur that is not work related, appropriate support should be given to staff and students to 
assist them to deal with the grieving process and to help students (particularly younger students) to 
understand their reactions to the death. 
 
Report the incident as soon as possible in accordance with Department of Education procedures. 
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SECTION THREE 

POST CRITICAL INCIDENT 

 
Following an emergency or critical incident, the Chief Warden or Administrator will act promptly to: 
 

1. contact WA Police if the particular incident warrants it; 
 

2. contact a parent or guardian of any student who has been harmed or threatened with harm; 
 

3. report any emergency or critical incident to their Regional Executive Director; 
 

4. liaise with their Regional Executive Director and/or the Department's Media Unit for: 
- informing students and staff about any potential danger; 
- preparing communications for parents and the wider school community about 

any potential danger; and 
- media related matters; 

 
5. submit an entry using the Online Incident Notification System, as soon as is reasonably 

possible. 
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GUIDELINES 
 

Incidents requiring contact with WA Police include, among other things, attempted abductions of 
children and approaches to children by strangers.  In these situations, it is imperative that parents 
are contacted as soon as a child reports the incident to the school.  If there is a potential danger 
from a situation or a person, parents and the wider school community should be informed promptly. 
 
Notifiable incidents should be recorded in the Online Incident Notification System (available online 
at http://www.des.wa.gov.au/Non-Government_schools/Critical_and_Emergency_Incidents).  A 
notifiable incident is an event, actual or imminent, which occurs on or off site and involves anti-
social or criminal behaviour, an accident, a case of notifiable disease, death or natural disaster.  
Incidents endanger, or threaten to endanger, life, health and wellbeing, property or the school 
environment.  Notifiable incidents may include events that occur outside of school hours and off-
site but directly impact on the health and wellbeing of students and/or staff. 
  



SILVER TREE STEINER SCHOOL – CRITICAL INCIDENT AND EMERGENCY MANAGEMENT PROCEDURES 2012 

Version 2  Page 52 

APPENDICES 

 

Appendix A – Emergency Evacuation Plan 

Appendix B - Chief Warden Check List 

Appendix C – Observer Checklist 

Appendix D – Schedule for Rick Assessment 

Appendix E – Critical and Emergency Incident Report Form 
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Appendix A  
 

EMERGENCY EVACUATION PLAN 

 

 

 

 

 

 

 

 

 

 

 

EVACUATION DIAGRAM 
SILVER TREE STEINER SCHOOL 

695 Roland Road 
PARKERVILLE   WA  6081 

 

Version 1 – 31/11/2012 
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Appendix B 
 
 

CHIEF WARDEN CHECK LIST 
 

 
Evacuation and Class Rooms or Zone Search Completed 
 
SCHOOL ROOMS 
 

CLASS 1  YES / NO 

CLASS 2  YES / NO 

CLASS 3  YES / NO 

CLASS 4  YES / NO 

 

KINDY ROOMS 1 & 2   YES / NO 

PLAYGROUP    YES / NO 

OFFICE     YES / NO 

TOILETS    YES / NO 

SHOP     YES / NO 
 
 
 
KEY POINTS 
 
Assembly Area External SAFE  YES  NO 
 
Neighbouring Buildings Notified  YES  NO 

Emergency Service Notified  YES  NO 
 
Student Rolls taken  YES  NO 
 
Visitors and Contractor book taken  YES  NO 
 
All Rooms and Building Evacuated  YES  NO 
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Appendix C 

EMERGENCY EVACUATION OBSERVER CHECKLIST 

 

 

DATE:  

LOCATION:  

CLASS ROOM OR 
AREA: 

 

 

EVACUATION SEQUENCE 
Time 

Hours Minutes 

Alarm sounded   

Warden(s)/ Teachers respond   

Wardens check floor or area   

Evacuation commenced   

Wardens report area clear   

Persons with mobility impairment accounted for   

Arrive at assembly area(s), or safe place   

Wardens/Teachers check personnel present (where 
appropriate) 

  

Evacuation completed   

Exercise terminated   

 

COMMENTS: 

 

 

 

 

 

 

 

OBSERVER:  (BLOCK CAPITALS) 

SIGNED:  
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EMERGENCY EVACUATION DEBRIEFING GUIDELINES 

 

Purpose  
A review of the management of an emergency or critical incident in order to affirm and reinforce 
what worked well, and refine and improve future processes and practice. 
 
Process 
Who? Key staff or the entire staff can be involved. 
 Consider including education regional office and interagency partners. 
 
When? Principal or site manager will convene the operational debrief when the emergency or 
critical incident is declared over. 
 
Where? Venue as agreed. 
 
How? An independent facilitator (e.g. education regional office Student Services) or a school 
based facilitator? 
 Verbal format. 
 Brief introduction and clarification of purpose. 
 Clarify the scope of discussions. 
 Establish ground rules (e.g. this is not a psychological debrief, a focus on roles and not 

people, respect for one another, avoid attributing motives for behaviour, and what minutes 
of the operational debrief will be taken). 

 Confidentiality requirements. 
 Sequential review of actions taken. 
 What can be altered on school Emergency and Critical Incident Management Plan? 
 Recorder takes notes. 
 
Outcome 
Documentation kept. 
Modifications made to school Emergency and Critical Incident Management Plan. 
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Appendix D 

SCHEDULE FOR RISK ASSESSMENT, PREVENTING/MITIGATING RISK OF EMERGENCIES AND CRITICAL INCIDENTS 

 

ACTION BY WHEN REFER TO DOCUMENT RESPONSIBILITY OF DATE COMPLETED 

Undertake risk assessment and 
develop risk management plan 

Annually in February  Department of Education Risk 
Management within the Education 
Portfolio: Policy, Procedures & 
Guidelines 2007 

Administrator/Principal or site 
manager 

 

Appoint occupational health and 
safety coordinator  

As required  Administrator/Principal or site 
manager 

 

PREPARING FOR EMERGENCIES AND CRITICAL INCIDENTS 

ACTION BY WHEN REFER TO DOCUMENT RESPONSIBILITY OF DATE COMPLETED 

Ensure staff members 
understand those policies and 
procedures that impact on 
student and staff safety, health 
and wellbeing.   

Term 1 

Or on arrival for new staff 

Documents / policies listed in section 
3.2 of DoE Emergency and Critical 
Incident Management Policy 

Administrator/Principal or site 
manager 

 

Ensure staff are aware of 
standard response to those 
natural disasters and 
emergencies that are identified in 
the school risk management plan 

Term 1 School risk management plan 

 

Administrator/Principal or site 
manager 

 

Review plans with support 
agencies 

• Education regional office 

• Local government 

• Local Emergency Management 
Committee 

Term 1  Administrator/Principal or site 
manager 

 

Provide a copy of the school 
Critical Incident and Emergency 
Management Plan to the Board 

Term 1  Administrator/Principal or site 
manager  

 



SILVER TREE STEINER SCHOOL – EMERGENCY MANAGEMENT PROCEDURES (Excluding Fire) 2012  

  Page 58 of 60 

ACTION BY WHEN REFER TO DOCUMENT RESPONSIBILITY OF DATE COMPLETED 

Update student health care 
authorisations and emergency 
health management plans 

February   Administrator/Principal or site 
manager 

 

Identify staff with First Aid 
certificates 

February  Registrar  

Ensure the Evacuation 
procedures and school site plan 
are publicly accessible and 
communicated to staff 

February   Administrator/Principal or site 
manager 

 

Set up school evacuation kit    Administrator/Principal or site 
manager 

 

Evacuation and Lockdown drills  February  

August 

 Administrator/Principal or site 
manager 

 

Review and update staff and 
student contact details.  
Telephone contact tree. 

As changes occur  Registrar  

Review emergency contact 
numbers 

During review of 
procedure 

 Registrar  

Induct new staff during the year  As required    

Ensure bushfire Plan is tested 
and updated prior to October of 
each year 

Prior to October  Principal or site manager  



 

 

Appendix E – Critical and Emergency Incident Report Form 
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