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The School Council of the Peter Moyes Anglican Community School delegates to the Executive
Team of the School responsibility for the daily operations of the School’s procedures and policies.
The aim of this delegation and the work of the Executive Team is to promote the operation of a
School which, through the workings of its procedures and policies, minimises the likelihood of staff,
students, parents and visitors to the School being exposed to unacceptable levels of risk.
The School’s Council and Executive Team recognise that an important part of this responsibility is to
prepare for the possibility of the School having to respond to an event and/or events that occur at
the School that are in the nature of a Critical Incident and/or an Emergency, being event s that
present risks to the School that are of an exceptional and unforeseen nature.
This policy details how, in the event of a Critical Incident or Emergency occurring, the School would
respond in order to minimise the impact of the Critical Incident an d/or Emergency on students, staff
and the continued operation and activities of the School, by describing:
1.
2.

The systems that Peter Moyes Anglican Community School has in place to minimise the risk
of being faced with a Crisis or emergency; and
In the event of such an incident occurring, the recommended procedures to be followed in
order to effectively manage the event.

It applies to all Peter Moyes Anglican Community School employees, contractors, students, parent s
and visitors both within the School’s grounds and at Peter Moyes Anglican Community School
events held off-site.
It is intended that the document be used both as a reference and as a training tool for staff and
students at the School. This policy should be referred to in conjunction with other relevant school
policies: ie. Duty of Care; Excursions, Incursions and Camps; Child Protection; OSH and Visitors.

The objectives of the procedures are to:
 Protect lives.
 Protect property.
 Preserve and enhance reputation.
 Satisfy regulatory and statutory requirements for emergency control and crisis management.
 Minimise risk to students, staff and visitors.
 Reduce the potential cost of incidents.
 Improve the ability to ensure business continuity and to fully recover from incidents promptly.
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The body of the documents describes the School’s overall approach to Critical and Emergency
Incidents Management.
Specific Emergency Procedures and Guidelines are attached as
appendices. Each appendix may be used as a “stand alone” document and therefore may have a
revision date which is different to the main body and different to other appendices.

A list providing contact numbers for relevant authorities and Peter Moyes Anglican Community
School staff is attached at Appendix A. To facilitate keeping contact numbers updated, all relevant
numbers should be recorded in this list and in no other location throughout this document. Where
appropriate, this list should be appended to other procedures included at the appendices.
The Business Manager shall be responsible for ensuring that the list is regularly updated.
All senior staff shall be responsible for advising the Business Manager of any changes to relevant
information relating to their area.

The School means the Peter Moyes Anglican Community School, being a School of the Anglican
Schools Commission.
The School Council means the School Council appointed under the Constitution of the School to
have responsibility for its management.
A Critical Incident is an event which causes disruption to an organisation, creates significant danger
or risk and which creates a situation where staff, students and visitors feel unsafe, vulnerable or
under stress. The incident is considered critical because it is likely to have a significant effect on the
operations of the School as a result of either the trauma, anxiety and/or psychological distress that
the incident may cause to the students, staff and/or parents at the School. A critical incident may
occur on the School grounds or away from them.
Examples may include members of the School community being involved in serious injury, student
loss or injury during an excursion, hostage situation, violence, stalking, property destruction, fire,
explosion, gas or chemical hazard, major illness (including food poisoning).
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A Crisis is a Critical Incident which has escalated to the point where one or more of the following
may be involved (without limiting the scope and/or nature such incidents):
 An event at the School that caused death or serious injury;
 A student and/or staff suicide;
 The accidental death of a staff and/or student;
 The temporary loss of students on an outdoor excursion;
 Serious injury to a student/(s) associated with a School function e.g. a bus crash en route to a School
sporting event;
 Students or staff being seriously assaulted, including sexual assault, at the School;
 Significant property damage being caused by intruders, including major vandalism;
 Significant threat to reputation;
 Inability to carry out normal business function.
An Emergency is an event, actual or imminent, which occurs on the School or away from the School
which endangers or threatens to endanger life, property and/or the environment of the School and
which requires a significant and coordinated immediate response.
Without limiting the scope and/or nature of an emergency, such emergencies would include the
following:
 Fire or bomb threats;
 Contamination by dangerous and/or toxic materials;
 Damage caused by an extreme weather event such as a bushfire, windstorm, flooding or fire;
 Extended loss of a utility service to the School such as water and/or power.
The Incident Controller is the person who is assigned the role of leading the School’s response to an
incident. This responsibility will initially rest with the Business Manager but may be reassigned to
another suitable person.
The Crisis Management Team is a group formed from appropriate School executives in the event of
a Critical Incident escalating to a Crisis. It may comprise the following people:








Principal
Business Manager
Associate Principal Senior School (or Deputy)
Associate Principal Middle School (or Deputy)
Associate Principal Primary School (or Deputy)
Chaplain
School Counsellor

Various other key school personnel may also be seconded by the group, if deemed necessary; e.g.,
Heads of House, Team Leaders, School Council Members.
The Response Procedures refer to the procedures outlined in this policy that detail the manner in
which the Crisis Management Team will respond upon becoming aware of a Critical Incident and/or
Emergency.
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The School will take steps to reduce or eliminate sources of risk. Those steps may inclu de but are
not limited to the following:
 Maintain buildings and equipment satisfactorily
 Conduct audits of resources to check for potential risks
 Assign sufficient staff to supervise students in vulnerable situations; e.g., playground duty, excursions.
 Establish recommended procedures to reduce risks associated with potentially hazardous activities
 Implement various curriculum programmes eg. Mind Matters/Mental Health Programs, in order to
reduce risk of critical incidents.
 The EMT will meet at least once per year to review this policy and procedures document. It will also
meet within one week of any emergency incident to review the effectiveness of the response which was
carried out.

The School will take steps to ensure that it is prepared to provide an appropriate response in the
event of a critical incident. Those steps may include but are not limited to the following:
 Prepare documented procedures for dealing with critical incidents
 Ensure that staff and students are trained in how to apply the procedures that have been prepared

In the event of a critical incident necessitating an emergency response, the Incident Controller will
ensure that appropriate actions, based on the Emergency Procedures that form part of this
document, are taken immediately. The Emergency Response may include varying levels of
evacuation of areas and/or provision of varying levels of medical assistance and/or mental health
support (eg. Psychological First Aid).

Should a critical incident escalate to a Crisis, the School’s Crisis Management Team (CMT) will
convene to support the Incident Controller regarding the School’s ongoing response. In addition to
ensuring that the incident is brought under control, the C MT shall consider wider and longer term
issues such as trauma management (see Appendix V) and recovery requirements (see Appendix W).

A crucial step of the PPRR (Prevention, Preparation, Recovery, Review) cycle upon which our Crisis
Management Policy is based is the opportunity for all staff and parents to critically evaluate and
review any or all implementations of this policy. The review will be conducted by the Chair of the
Crisis Management Team.
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Critical Incident requiring
Emergency Response identified

Notify School Reception
Main Reception – Ext 501
Senior School - Ext 588
Middle School – Ext 577
Primary School – Ext 566

NO

Are Police, Fire Brigade or
Ambulance required?

Notify the Principal
If unavailable, notify a member of
Executive Team

YES

Call 000
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Principal (or Deputy Principal)
and
Business Manager (or Associate Principal)
agree that escalation is warranted

Determine location for the Command
Centre for the incident

Nominate someone to inform other
members of the Crisis Management Team
to convene at the Command Centre and
brief them regarding the incident

When the nature of the emergency necessitates the evacuation of buildings (e.g., fire, bomb threat),
all personnel concerned will be required to report to an Assembly Area to ensure that they have
been accounted for and to assure that they are kept safe.
In view of the size of the School campus, a number of Evacuation Assembly Areas have been
nominated. The appropriate Assembly Area for each precinct within the School is nominated in the
relevant Evacuation Procedure for that precinct. Those procedures are contained in the Appendices
of this document.

In the case of an event which is declared to be a Crisis (see “Declaring a Crisis”, above), or for any
incident where the Incident Controller deems it necessary, a Command Centre shall be set up.
Depending on the nature and location of the incident, the following sites may be considered for the
Command Centre:
 Main Administration
 Doug Swingler Senior School Building
 Allan Shaw Centre
The Business Manager will ensure that copies of up-to-date documents providing information that
may be required during a crisis are held in each of these locations; e.g., campus drawings,
procedures and contact details for families of current students.
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The Principal, or nominated delegate, is the only person who is authorised to communicate with the
media. Anyone else who is approached by the media should politely advise them that they are not
an authorised spokesperson and they should direct the media personnel to the Principal. Guidelines
for communication with the media are provided in Appendix S.

The responsibility and authority for sensitive communications external to Peter Moyes Anglican
Community School are vested in the Principal who may call upon other employees to help with
specific communications. If the Principal is not available, these communications will be co coordinated by the first available person in the following sequence:
1.
2.
3.
4.

Deputy Principal
Business Manager
Associate Principals
Deputy Associate Principals

Notification of next of kin in case of a serious or fatal incident requires particular care to be
taken. Guidelines are provided at Appendix T for the authorised people, listed above, to use
during such communications.

Communication during an emergency is likely to be affected by factors such as stress. It is
imperative that every effort possible is made to convey information promptly, accurately and
completely. It is also important to confirm that information has been received accurately.
It is essential that someone is appointed to maintain a communications log at each
significant site associated with the emergency response. The Business Manager shall be
responsible for allocating this task to a suitable person and for collating the information
gathered.
Where possible, mobile telephones may be used to assist with internal communication
during an incident. It may also be necessary for wardens to nominate “runners” to convey
information. The School’s communication tree may also be used to communicate various
aspects, as required by the Incident Controller.
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Immediate to first 24 Hours


Gather and confirm information.



Is there a need for immediate contact to the police or emergency
services?



Is the Command Centre or crisis site safe? Should there be an
evacuation?



Endeavour to save life. Provide first aid to the injured.



Decide on the level of response required.



Call together the Crisis Management Team.



Enact the Crisis Management Plan; contact the ASC and Chair of
Board as soon as is practicable.



Complete DES form (report to Minister – see Appendix V)



Liaise with police and other emergency services to confirm
information and establish the what and when of information that the
Office may release. Consider cultural issues.



Has contact been made with families of victims? Arrange to visit or
meet as soon as possible.



Prepare or adapt information release for staff, schools and groups in
the community.



Inform staff.



Support distressed staff.



Keep telephone lines free for essential calls.



How will the School handle enquiries?



Do Reception staff have an accurate written statement to use for
incoming calls?



Who will deal with media enquiries?



Start keeping a written record of events.



Provide support facilities for distressed staff. Who will deal with those
most affected?



Do outside agencies and/or organisational administrators need to be
contacted? Eg. NGSPS



Establish a Command centre within the School and ensure it is
staffed at all times.



Prepare for any visitors who may arrive at the School.



Is family permission required for some kinds of information release?



Do the most critically involved staff have support?



Have arrangements been made to sustain staff providing support off
site, eg those attending hospital with colleagues?



Have arrangements been made for staff members who may want to
stay after hours?



Are Crisis Management Team members maintaining regular
contact/meetings?



Who will attend to victims’ desks/lockers and personal belongings?
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Who will attend the funeral?



Will the School or ASC hold its own memorial service or create a
memorial to victims?



Remember that there may be deaths subsequent to the initial
fatalities.



Has some follow-up been considered for the most critically involved
staff?



What follow-up is planned for the next day?



Arrange that the Crisis Management Team meets at the end of the
day.



Clarify the expectations on and of staff who are still actively involved
at the end of the day, eg at the hospital.



Arrange how overnight developments will be monitored and
managed.

Medium Term


Who will attend to victims’ desks/lockers and personal belongings?



Who will attend the funeral?



Will the School or ASC hold its own memorial service or create a
memorial to victims?



Remember that there may be deaths subsequent to the initial
fatalities.



What level of support has been considered for the most critically
involved staff?



What follow-up is planned for the next week?



Continue to monitor reactions within the School and provide support.



Return staff as far as possible to regular routine.



Update staff with new information.



Consider giving advice to staff on media enquiries.



Consider preparation of staff for funeral and burial arrangements.



Maintain contact and support to families of victims.



Monitor those in caregiver roles.



Keep note of expressions of sympathy, condolences and offers of
help for later response.

Long Term


Will the School hold a memorial service or create a memorial to the
victims?



Has support been considered / offered for the critically involved
staff?



What follow-up has been planned for the most affected or at -risk staff
once things quieten down?



Will the School do anything to mark the anniversary date? Will there
be a watch for troubled or distressed staff?



Be aware of unforeseen anniversaries eg, birthdays of victims.



A coronial inquest may take place some considerable time after the
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event. Staff/students may need time spent to understand the process.
The inquest may cause some re-living of the events with consequent
renewed distress.


Establish when Crisis Management Team will reconvene to review
the response made and make any necessary amendments to the
Crisis Management Plan.



Continue liaison with outside agencies.



If liability is an issue, be prepared for legal proceedings.



Remember that those who have had special roles to play eg, the
Crisis Management Team, the Administrative Assistants dealing with
all telephone enquiries, also need attention given to their wellbeing.
It may also be helpful to publicly acknowledge those who have taken
on a task outside of their usual responsibilities.
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