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P-24 
Critical Incident and Emergency Management Policy 
and Procedure 

 
Purpose 

Diamond Valley Learning Centre (DVLC) has a duty to provide a safe and hazard free workplace for their 
staff, volunteers, students and the community, and a legal responsibility to effectively manage critical 
incidents or emergency situations that may arise. This policy outlines the strategies and processes that 
DVLC will follow in response to critical incidents and/or emergencies. 

Scope 

This policy applies to the Chief Executive Officer (CEO), staff members, students, volunteers, Board 
members and other stakeholders. 

Definitions 

Term Definition 

Critical incidents Any extraordinary and unexpected circumstances that may cause a 
traumatic reaction. They may be sudden, overwhelming, threatening or 
protracted. 

Examples include but are not limited to: 

• Illness (epidemic or pandemic), death or serious injury; 
• threatening behaviour with a weapon or firearm; 
• criminal events including assaults (physical, sexual or 

psychological), aggression, theft, and robbery or the threat of 
harm (including domestic violence, stalking, bullying and 
cyberbullying); 

• natural disasters (such as earthquake, flood, bushfire, grass fire, 
cyclones, severe weather events); 

• hospitalisation; 
• suicide attempts; 
• witnessing an event (such as a serious road accident or violent 

event); 
• emergency evacuation (due to fire, explosion, bomb threat, 

hostage situation, chemical hazard or spill, gas or water leak); 
• public health alert (such as pandemics and communicable 

diseases); 
• drug or alcohol abuse and other social issues; and 
• missing staff or students. 
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Term Definition 

Critical incidents may cause an immediate or delayed traumatic reaction 
such as: 

• fear for own safety or that of loved ones; 
• feelings of grief and loss; 
• feeling sad, teary and fearful; 
• feeling helpless or powerless; 
• sleeping difficulties; 
• fixation on the event; 
• withdrawal from other people; 
• concentration difficulties; 

• triggering of previous trauma. 

Emergency services Police, fire services or ambulance 

Mobility impaired 
person 

Anyone with physical, mental, or sensory impairment, either temporary or 
permanent, who requires assistance during an emergency. 

Notifiable incident An incident that must be reported to WorkSafe Victoria under the 
Occupational Health and Safety Act 2004 (Vic). They include: 

• the death of a person; 
• medical treatment within 48 hours of exposure to a substance; 
• immediate treatment as an in-patient in a hospital (note: there is 

no requirement to notify WorkSafe under this provision where no 
treatment was provided e.g. medical diagnosis provided only); 

• immediate medical treatment for: 
o amputation; 
o serious head injury; 
o serious eye injury; 
o separation of skin from underlying tissue; 
o electric shock; 
o spinal injury; 
o loss of bodily function; 
o serious lacerations. 

• collapse, overturning, failure, malfunction of or damage to plant 
that is required to be licensed; 

• collapse or failure of an excavation or supporting shoring; 
• collapse of partial collapse of a building or structure; 
• an implosion, explosion or fire; 
• escape, spillage or leakage of any substance; 
• the fall or release from a height from any plant, substance or 

object. 
 
Call 13 23 60 to notify WorkSafe.  
 
If advised to do so, the scene of the notifiable incident must be kept 
undisturbed until a WorkSafe Inspector arrives. 
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Term Definition 

 
To confirm if an incident is notifiable, please access the WorkSafe Victoria 
website at worksafe.vic.gov.au/report-incident-criteria-notifiable-
incidents. 

 

Warden A person who has been designated special responsibility in critical incident 
or emergency management. 

 
Policy Guidelines 

DVLC values the health and safety of all its stakeholders and will take reasonable precautions to minimise 
the risk of injury or harm to anyone using DVLC services.  

DVLC will ensure that: 

• facilities and equipment are maintained and repaired as needed; 
• relevant staff conduct routine workplace inspections to identify hazards and develop risk controls 

to prevent or reduce harm (refer to P-11 Occupational Health and Safety Policy); 
• staff are provided with training in emergency procedures; and 
• staff and students practice evacuation and other procedures at least annually. 

 
DVLC acknowledges that critical incidents and emergencies may arise, despite careful planning and the 
establishment of policies, procedures and systems that prevent or minimise injury and harm to staff and 
students.  

DVLC will make every effort to respond in a responsible, timely and efficient manner to a critical incident or 
emergency event so that: 

• immediate first aid or other assistance is provided, and an ambulance is called when required; 
• evacuation is called by the Chief Warden when advised by emergency services; 
• student safety is re-established as soon as possible; 
• the event is reported to police and to WorkSafe (where required); 
• the incident is recorded in an Incident Report Form; 
• the incident or emergency is thoroughly investigated to identify potential precautions or improve 

the response;  
• staff, students and stakeholders are debriefed, and support services are engaged (where required); 

and 
• infectious disease transmission is prevented and / or controlled. 

 
Procedure Guidelines  
 

In an emergency, call 000 for police, ambulance or fire services. 

 
Emergency Management Plan 

DVLC has a range of procedures to assist the Chief Warden, Warden and other staff to respond to critical 
incidents and emergencies. The DVLC Emergency Management Plan details responses for: 

https://www.worksafe.vic.gov.au/report-incident-criteria-notifiable-incidents
https://www.worksafe.vic.gov.au/report-incident-criteria-notifiable-incidents
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• evacuation or relocation; 
• lockdown; 
• lockout; 
• shelter-in-place; 
• fire and bushfires; 
• external emission or spill (including gas leaks); 
• intruder or personal threat; 
• bomb or chemical threat; 
• internal emission or spill; 
• severe weather event; and 
• earthquake. 

 
The Emergency Management Plan is reviewed every two years, or immediately after a critical incident or 
emergency. 

Further procedures relating to critical incidents can be found in the following policies: 

• Accident and First Aid; 
• Anaphylaxis Management; 
• Asthma Management; 
• Bullying and Harassment Prevention; 
• Pandemic. 

Wardens 

The CEO is the designated Chief Warden during a critical incident or emergency. If unavailable, the Training 
manager will assume this role. The Chief Warden is required to: 

• coordinate and manage the critical incident / emergency, and assess staff and student safety during 
the emergency; 

• ascertain the nature and scope of the emergency: 
• ensure that emergency services have been called (if required); 
• call an evacuation if advised to do so by emergency services (or for safety reasons); 
• initiate the required emergency response and ensure that staff are following it; 
• keep a log of events during the emergency; 
• provide information to emergency services on arrival; and  
• notify the Board when able to do so. 

The Training Manager (or delegate) is designated as the Warden during critical incidents and emergencies, 
and is required to: 

• stay in contact with the Chief Warden and act on instructions given; 
• relay the instructions of the Chief Warden to staff, students and others; 
• manage a calm and safe evacuation (if required), and ensure that everyone has evacuated; 
• move staff, students and others to a safer location within DVLC premises (if required); 
• ensure that staff follow critical incident or emergency procedures, and that students remain under 

active supervision where possible; 
• co-opt support from others as needed; 
• ensure that first aid and welfare support is available during the incident;  
• keep a log of events; and 
• ensure calm and orderliness. 
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Duty of Care 

Teachers are required to remain with their students during critical incidents or emergencies as part of their 
duty of care responsibilities. They are required to: 

• provide first aid where required; 
• keep students together, and locate any missing students; 
• follow instructions from the Warden, including evacuation orders; 
• inform the Warden of the situation and/or student needs; 
• assist mobility impaired staff, students or others; 
• complete a roll call / head count each time the class is moved to a new location; and 
• maintain a calm environment as much as possible. 

Notifiable incident 

The CEO / Chief Warden is responsible for reporting a notifiable incident. This involves: 

• confirming that the incident is notifiable; 
• calling 13 23 60 immediately and following any advice given; 
• completing an online incident notification form within 48 hours; and  
• retaining the incident notification form for 5 years. 

If advised to do so, the CEO / Chief Warden must keep the incident site undisturbed until a WorkSafe 
inspector has arrived. However, the scene may be disturbed to: 

• protect someone’s health and safety; 
• help someone injured; and 
• make the area safe (e.g. clean or disinfect the area to prevent the transmission of an infectious 

virus). 

After the emergency 

When emergency services return control to DVLC or the situation has been rendered safe, the Chief 
Warden will: 

• advise staff and students to return to normal operations; 
• ensure that information about the incident is recorded in an Incident Report Form, the Accident 

and Injury Register, and any other relevant reporting process; 
• organise a staff debrief to identify recovery needs; 
• evaluate the emergency in conjunction with the Warden and relevant others with a view to 

preventing a future occurrence. 
 
Responsibilities 

1. The Board is responsible for: 

• taking into consideration the CEO’s report on the impact of critical incident situations and/or 
emergencies on the organisation, including its staff; 

• authorising the CEO to apply staffing arrangement options during emergencies, according to Fair 
Work Australia and relevant awards; 

• shutting down DVLC’s activities and/or facilities if necessary. 
 

2. The CEO / Chief Warden is responsible for: 
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• informing the Board that a critical incident situation and/or emergency has occurred; 
• initiating the Emergency Management Plan; 
• ensuring staff respond appropriately to critical incident situations and/or emergencies and receive 

appropriate training; 
• reporting Notifiable Incidents to WorkSafe Victoria, and ensuring that the police are notified (where 

required); 
• ensuring that DVLC’s policies are consistent with the intentions of this policy and the Emergency 

Management Plan; 
• assessing DVLC’s vulnerabilities and taking preventative measures to control risks associated with 

critical incident situations and/or emergencies; 
• arranging an annual (at least) emergency drill; and 
• monitoring arrangements with existing suppliers to ensure uninterrupted service delivery. 

 

3. Managers/Coordinators are responsible for: 

• ensuring that staff, students and volunteers are aware of the Critical Incident and Emergency 
Management Policy (this policy) and Emergency Management procedures; 

• ensuring that staff, students, volunteers and facility users take reasonable precautions to prevent 
the occurrence (where possible) of critical incidents and emergencies; 

• ensuring that health and safety is protected (as far as possible) at DVLC; 
• keeping up to date with the latest publicly available information and advice about critical incidents 

or emergencies; and  
• keeping open communication channels with staff, volunteers and students.  

 

 

 


