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This policy covers both serious and critical incidents where the latter refers to a 
more serious level of concern or greater requirement for immediate response or 
emergency procedures to be enacted as defined in this document. 
 
Serious Incidents  (read further below for Critical Incidents) 
 
Snowy Mountains Grammar School recognises the importance of dealing with 
serious incidents in a calm and professional manner. Students and staff are 
instructed to alert the school Executive, or Principal to any serious incident that 
occurs at the earliest opportunity. In the case of a serious incident, the usual school 
management structure may be by-passed in light of the need for expediency. 
 
Individual policies are in place to deal with specific types of serious incident, with the 
School’s Leadership Team taking responsibility in the following areas: 
 

 Director of Curriculum and Academic Learning – incidents involving academic 
matters, particularly those relating to the integrity of external assessments 
and examinations 

 Head of Boarding (supported by Director of Senior School) – incidents 
involving the welfare and safety of boarders 

 Head of Sport and Activities (supported by Director of Senior or Junior 
School) – incidents whilst following sporting pursuits or at sporting venues 
and incidents involving the welfare and safety of students during other 
activities such as camps 

 Director of Senior School (7-12) or Director of Junior School (K-6) – incidents 
involving students during the academic day 

 Business Manager – incidents involving financial, WHS, insurance or other 
business matters 

 Principal – informed of all serious incidents by the Leadership Team, but may 
be contacted directly day or night if necessary, or if member of the Executive 
are not available. Also responsible for dealing with all issues relating to child 
protection, breaches of security and emergency situations. The Principal will 
inform the Chairman of the Board in a timely manner. 

 



 3 

 
 
The school recognises that the teacher on duty must accept responsibility for taking 
the most appropriate action until support from either a member of the school 
Executive or a ‘specialist’ arrives. Where possible, a staff member should consult 
with a member of the school Executive before calling in emergency services, but if 
that is not possible, then he/she must take whatever action is necessary to deal with 
the situation to the benefit of the child/children in his/her care (refer to the ‘Critical 
Incident Plan’ if necessary). 
 
If the serious matter involves dangerous wildlife (eg snakes) on site and endangering 
students or staff, the area will be isolated and all personnel kept at a safe distance. 
The appropriate authorities (NPWS, LAOKO) will be contacted to safely remove the 
wildlife. These phone numbers are available in the administration office. The wildlife 
will be watched from a safe distance whilst the authorities arrive and make decisions 
on the best course of action.  
 
The following steps should be taken if any form of dangerous or potentially or 
unidentified wildlife is discovered in the school grounds: 
 

1. isolate the area and immediately evacuate students from the 
immediate surrounds 

2. the staff member who has detected the wildlife is to maintain watch 
over the area and to take charge of the situation 

3. students or another staff member to be sent to the school office to 
alert of the problem 

4. appropriate authorities are to be notified to attend the scene and 
deal with the wildlife 

5. area to remain ‘out of bounds’ until wildlife has been removed and 
area has been declared safe by an official person 

 
Following any serious incident, the staff member on duty will provide a written 
account of the incident on the School’s ‘serious incident form’, which will be given to 
the Principal at the earliest opportunity. 
 
Resolution of the matter will take place, taking account of the school’s existing 
policies and procedures. Where appropriate, parents will be informed, consulted or 
asked to attend interview, so that a full understanding and resolution of the incident 
can be achieved. 
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CRITICAL INCIDENTS  
 
WHAT IS A CRITICAL INCIDENT & HOW SHOULD IT BE MANAGED? 
 
WHAT IS A CRITICAL INCIDENT? 
 
A critical incident is any situation faced by members of the School community 
causing them to experience unusually strong emotional reactions which have the 
potential to interfere with their ability to function either at the time the situation 
arises or later. It is considered above ‘serious incidents’ -which is a separate policy. 
 
Critical school incidents may occur at or away from the school premises involving 
members of the School community, but primarily staff and/or students.  They are 
generally incidents which are beyond the normal control of the school and which 
may involve external agencies such as Police, Fire and Ambulance services. 
 
Critical incidents are situations that cause strong reactions and which have the 
potential to interfere with people’s ability to function normally.  These reactions may 
affect people physically, cognitively, emotionally or behaviourally. 
 
Some examples of such situations are: 

 Any incident which requires evacuation procedures to take place, eg fire, 
explosions, gas leak, notification of a bomb on school grounds. 

 Serious injury or death (including sporting, snowsports or play injury, suicide and 
murder) of a student, staff member or other member of the school community 
which requires ambulance services 

 A significant incident which takes place while a group of students is away on 
camp or excursion, eg serious injury, lost student(s) or staff. 

 A major traffic incident which involves a group(s) of the School’s students or 
staff. 

 A person who produces a weapon with the likelihood of violence to students, 
staff or school visitors. 

 Destruction of part or whole of the school (eg, fire) 

 Students witnessing serious injury or death 

 Unusual or unfavourable media attention 

 Allegation (which has become public) of sexual assault involving a member of the 
school community 

 Natural or other major disaster in the community 
 
1.2 CRITICAL INCIDENT MANAGEMENT 
 
In the event of a critical incident at SMGS, any response by the School will be 
managed and coordinated by the Principal. When the Principal is unavailable or 
incapacitated as a result of the incident, a member of the School Executive will 
assume the role of Critical Incident Manager. The Principal or delegate will then 
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manage the School response to the incident, with the assistance of the School 
Executive. 
 
The School Executive leads the Critical Incident Plan. The School Executive consists of 
the Principal, the Director of Senior School, Director of Junior School, Director of 
Curriculum and Academic Development and Business Manager. Other key staff that 
may be involved are the Head of Boarding and Head of Sport and Activities. 
 
The Critical Incident Plan is designed to provide guidelines for the School community 
in the management of a critical incident.  However, it does not replace the need for 
flexibility, initiative and individual response at the time of a crisis. 
 
  
2. PROCEDURES  
2.1 ACTION WITHIN THE FIRST 24/48 HOURS 
2.1.1 ENSURE IMMEDIATE SAFETY 
In the event of an emergency or life threatening event, the staff members present 
should take whatever immediate action is required to ensure the immediate physical 
and emotional safety of students and others involved or at risk (eg, administer first 
aid, call an ambulance, move students to safety). 
2.1.2 FIRE/EMERGENCY PROCEDURES 

 Evacuation procedures in the event of a fire or other emergency are 
outlined in the Staff Handbook.  

 The Principal (or delegate) will notify ambulance, police, fire brigade as 
required. 

 
2.1.3 NOTIFY ALL NECESSARY PARTIES 
 

1. The Principal should be notified immediately/as soon as possible and be 
given all available information about the nature of the event.  This should 
include:  

o Who is involved 
o What is the nature of the incident 
o Where incident has occurred 
o Any immediate danger to people or property 
o Names of students and staff involved 
o Response already taken and needs that need to be addressed 

 
2. Notify the incident to Reception if the incident occurs during the day at 
school.  The Receptionist must immediately notify one of the School Executive.  
 
3.  Notify the incident directly to one of the School Executive if the 
incident occurs out of school hours.  A member of the School Executive will brief 
staff at the earliest convenient time. 
 

o The Principal (or Delegate) will then take responsibility for managing 
the Critical Incident and contacting external agencies (eg Fire, Police, 
Ambulance) if required based on the safety of students and staff. 
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o The Principal will also make decisions on the control (management) of 
students depending on whether they are in or out of class. 

o The School Executive is likely to be augmented with the Head of 
Boarding (if involving Boarding), Head of Sport (if involving sport or 
snowsports), Counsellors and medical support.  A management plan 
will then be followed: 

 What are the current needs? 

 What must be done to address the needs? 

 Which people will do what tasks? 

 Who will attend the scene, especially if off campus? 
o All media enquiries are to be directed to the Principal or 

representative.  If deemed necessary, an appropriate P.R. Company 
will be utilised.  

 
4. Parents and families of those affected will be notified as soon as possible or 

when determined necessary by the person in charge of the Critical Incident 
by the Principal or member of executive.  

 
5. The following should be contacted as soon as is practicable, or when 

deemed appropriate by the School Executive: 
 

 Heads of Year or immediate pastoral carers of students 
involved 

 Chairman of the Board 

 Local reverend  /school chaplain 

 Local GP clinic (extra counsellor/medical support) 

 Insurers 

 PR consultant if deemed necessary 
2.1.4 NOTIFY STAFF AND TAKE APPROPRIATE ACTION 
 

1. Inform staff of what has happened 
2. Inform staff of the management plan, with specific reference to role of 

teachers 
3. Inform staff of change in daily/weekly routine 
4. Inform staff of counselling/debriefing arrangements for staff through Access 

EAP 
5. Pray for those involved 
6. Deal with staff questions as appropriate 

 
2.1.5 NOTIFY STUDENTS AND TAKE APPROPRIATE ACTION 
 

1. Call assembly of whole school or relevant school group 
2. Inform students of what has happened 
3. Inform students of what the school is doing 
4. Inform students of counselling/debriefing arrangement 
5. Pray for those involved 
6. Inform students of changes in daily/weekly routine 
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2.1.6 NOTIFY ALL PARENTS 
 

1. Ongoing telephone contact as required with parents of students directly 
involved 

2. Send letter to parents of all students outlining what has happened; how the 
school is managing the event (eg, counselling available); who to call for 
additional information; and common reactions to trauma/grief 

 
2.1.7 COUNSELLING/DEBRIEFING 
 

1. School Counsellor (supported by School Chaplain/local reverend) to 
organise and coordinate group debriefings for students, including using 
crisis counselling assistance from other schools 

2. Heads of Year / Director of Junior and Director of Senior School and other 
pastoral staff to identify main students involved and affected by event for 
individual counselling 

 
2.1.8 CHAPEL SERVICE 
 
 School to organise chapel service/prayer support as appropriate 
 
2.1.9 RELIEF ARRANGEMENTS AND TIMETABLE CHANGES 
 

1. Director of Senior or Junior School to organise staff replacements and relief 
arrangements as necessary 

2. Change of routine/timetable to be posted on all relevant notice boards  
3. Consider effect on examinations, productions, other events as relevant. 

 
 
2.1.10 NOTIFY INSURANCE 
 

2.2 ACTION WITHIN THE FIRST WEEK AND IN THE LONGER TERM 
 

2.2.1 ONGOING DIRECT MANAGEMENT 
Principal and School Executive to continue to direct management if the event is 
ongoing (eg, hostage) 
 

2.2.2 RETURN SCHOOL TO NORMAL ROUTINE 
School Executive to provide structure to help students and staff return to normal 
routine and functioning 
 

2.2.3 ONGOING COUNSELLING FOR STUDENTS 
          1. School Counsellor to coordinate ongoing counselling for students, including 
setting up a                         ‘recovery room.’ 
           2. Individual counselling for those most affected 
 

2.2.4 ONGOING MONITORING OF STUDENTS 
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Teachers/Tutors to monitor reactions of students in their classes/groups and give 
concern of feedback to Head of Year, Tutor Teacher or other pastoral carer. 
 

2.2.5 ONGOING INFORMATION SHARING 
Principal and School Executive to keep students, staff and parents up to date about 
the event and the School’s management 
 

2.2.6 STAFF COUNSELLING/DEBRIEFING 
Ongoing staff debriefing and counselling arranged as necessary  
 

2.2.7 CHAPEL SERVICE 
 Chaplain to organise memorial service/prayer support as appropriate  
 

2.2.8 MEDIA MANAGEMENT  
 Principal/delegate to manage any media needs. 
 

2.2.9 ONGOING MONITORING OF STUDENT REACTIONS 
Teachers/Tutors/ Boarding supervisors to continue to monitor reactions of students 
in their classes/groups and give feedback to Pastoral Teacher, Head of Year, 
Counsellor, Head of Boarding, Head of Senior School or Head of Junior School. 
 

2.2.10 ONGOING MONITORING OF STAFF REACTIONS 
Senior staff to monitor staff for burnout/ongoing stress reactions and take action as 
appropriate. 
 

2.2.11 PARENT MEETING 
 Principal to call a meeting for parents if appropriate. 
  

2.2.12 REVIEW CRITICAL INCIDENT RESPONSE 
Principal and School Executive to review whole school response to critical incident 
and effectiveness of Critical Incident Plan 
 
2.2.13 ANNUAL REVIEW 
          The Critical Incident Plan will be reviewed annually. 
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CRITICAL INCIDENT PLAN 
 
CHECK LIST 

                                                                                

Step Action Person to 
Action if 
available 

Date 
and 
initial 

1 Safeguard staff and students from immediate risk All staff  

2 Inform Principal or School Executive if Principal is 
unavailable 

All staff  

3 Inform emergency services Executive 
or 
delegate 

 

4 Notify reception Executive 
or 
delegate 

 

5 Allocate staff to attend the scene Principal 
or 
delegated 
executive 

 

6 Notify parents and families of those immediately 
affected 

Principal 
or 
delegated 
Executive 

 

7 Notify Heads of Year / Counsellor or immediate 
pastoral carers  

Executive  

8 Notify staff Principal 
or 
delegated 
Executive 

 

9 Notify Chairman of the School Board Principal   

10 Notify students Principal 
or 
delegated 
Executive 

 

11 Notify all parents Principal   

12 Notify insurers Business 
Manager 

 

13 Notify media or PR consultant if necessary  Principal   

14 Organise counselling and debriefing for those 
affected / inform local GP clinic (additional 
counselling/medical) 

Executive  

15 Organise chapel service / contact local Reverend Executive   

16 Organise relief arrangements and timetable changes Executive  

17 Review critical incident plan Executive  

 
 



 10 

 
 
SMGS Critical Incident Immediate Response Flowchart 
Immediate response or within 24 Hours depending on appropriateness 
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Emergency Contact List 
 
All relevant emergency numbers 
Staff 
 
 

 
Name 

 
Telephone Number 

 
Other Information 

 
Hospital 

 
6452 1333 

 
Cooma Hospital 

 
Police Station 

(or 000 in emergency) 
 
Phone: 02 6456 2244 

 
14 Thredbo Terrace 
JINDABYNE 2627 
 
Jindabyne Station 

 
Ambulance 

 
000 

 

 
Fire Brigade 

 
000 

 

 
State Emergency 
Services  

 
132500 

 
Assistance with natural 
disaster, storm damage, 
building collapse etc. 
24 hour service. 

24 hour 
Psychiatric 
Emergency 
 

 
Lifeline 

 
131114 

Jindabyne 
Medical Clinic 
 

Nuggets Crossing Shopping 
Centre Snowy River Ave 
Jindabyne 

6457 1221 
 

Association of 
Independent 
Schools 
Counsellors Co-
ordinator 
 
Or AISNSW 

Non Government School 
Psychology Service 
 
 
 
 

In the absence/unavailability 
of the School Counsellor, the 
AIS Counsellor Co-ordinator 
can organise experienced 
Counsellors to assist with 
emergency debriefing. 

Principal Snowy 
Mountains 
Grammar School 

0264571022 (BH) 
 
0434 744 709 (AH) 
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