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1. PURPOSE OF THE POLICY 
Rockhampton Girls Grammar School recognises the duty of care owed to its students and that planning 
for the management of a critical incident is essential. The School also recognises the impact that critical 
incidents can have on its staff, students and the wider school community and is committed to acting with 
concern and compassion to minimise the impact of critical incidents on all involved. The School 
understands the importance of planning and taking action to prevent, prepare for, respond to or recover 
from critical incidents.  This policy is designed to ensure Rockhampton Girls Grammar School: 

• meets all duty of care obligations in providing the highest possible standard of health and safety; 
• is able to respond swiftly and effectively in the event of a critical incident; 
• implements an integrated approach to the management of critical incidents; 
• is compliant with relevant legislation so that exposure of persons to health and safety risks arising 

from critical incidents is avoided or minimised and physical and psychological trauma is reduced. 

The purpose of this policy is to provide a framework for establishing a consistent approach to identifying 
and managing risks associated with critical incidents.  It aims to minimise harm, ensure effective 
communication and facilitate the swift recovery of normal operations through coordinated incident 
management procedures. Policies will be written for specific critical incidents including the COVID-19 
pandemic that arose in 2020. 

2. SCOPE 
Rockhampton Girls Grammar School recognises its responsibilities to ensure that systems and 
processes are in place that, as far as practicable, will create a safe working environment for its staff, 
students, contractors, volunteers, people undertaking work experience or vocational placements and 
visitors to the school. The policy applies to school activities, both on and off site. It is therefore contingent 
that all staff, who are employed by the school, are aware of their duty of care to students and others and 
of their responsibility to equip themselves with basic skills which will assist them in times of critical 
incident. 

3. CRITICAL INCIDENT – PREVENTION AND PREPAREDNESS 
A critical incident is an unexpected or unusual incident that disrupts the normal operations of the school 
and poses a significant threat to the safety, wellbeing and security of staff, students or the school 
community.  

Examples of critical incidents that could affect the school community include, but are not limited to: 

• Natural Disaster e.g. flood, fire, cyclone, hailstorm or extremes of temperature 
• Workplace Health and Safety Incident eg. explosion, gas or chemical hazard 
• Student and Staff Safety eg. serious injury, illness or death of a student or staff member, students 

or staff lost or injured on an excursion, a missing student, bomb threat 
• Violence and Aggression eg.severe verbal or psychological aggression, physical assault, 

confrontations involving firearms or other weapons, student or staff witnessing a serious accident 
or incident of violence 

• Data and Cybersecurity Breaches eg. cyber attacks 
• Public Health – Pandemic and Infectious Disease eg. 
• Critical Organisational Matters eg. serious incident involving a member of the school community 

during an off site activity, including inter-state and overseas, substantial criminal activity eg. 
significant vandalism 

This policy requires that Rockhampton Girls Grammar School take action to prevent, prepare for, 
respond to and recover from critical incidents. This includes: 

• Identifying all on-site and off-site situations that have the potential to become critical incidents  
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that would affect staff, students and/or the wider school community as far as reasonably 
practicable 

• Using the principles in the Rockhampton Girls Grammar School Risk Management Policy to 
assess the potential risks and develop mitigation strategies 

• Developing critical incident plans as set out below 
• Communicating the critical incident plans to all staff 
• Training relevant staff 
• Testing, reviewing and modifying the critical incident plans annually 

 

4. CRITICAL INCIDENT COMMITTEE 
Rockhampton Girls Grammar School has a Critical Incident Committee to assist the Principal in the 
prevention and management of critical incidents at the school, or off campus in the case of an 
international student for whom the school has undertaken care responsibilities. 
 

The Principal is the critical incident team leader and has overall responsibility for coordinating the 
school’s response to critical incidents. 
 

The Critical Incident Committee may also include: 

• the Executive 
• staff members according to the Rockhampton Girls Grammar School Emergency Management 

Procedure (RGGS-070-PRO).  
 

The responsibilities of the committee include: 

• risk assessment of hazards and situations which may require emergency action 
• analysis of requirements to address hazards 
• a decision by the Principal if the incident is a critical incident, triggering the application of this policy 
• coordinating the school’s response to the critical incident, including establishment of liaison 

with all relevant emergency services e.g. police, fire brigade, ambulance, hospital, poisons 
information centre, community health services 

• arranging appropriate staff training programs on critical incident response procedures 
• ensuring the availability of support to affected students, staff and the wider school 

community 
• If other entities provide services on the school site and they have their own critical incident 

policies and procedures (e.g. an Early Childhood Service), ensuring that there is policy 
consultation and coordination of the management of critical incidents between the school’s Critial 
Incident Committee and the other entity 

• ensuring that emergency resources are readily available, including 24-hour access to 
contact details for all students and their emergency contacts 

• 24-hour access to contact details for all relevant staff members needed in the event of a 
critical incident e.g. school counsellor, welfare officer, legal services, school security 

• development of a critical incident plan for each critical incident identified 
• notification of school closure processes (if required) 
• dissemination of planned procedures 
• organisation of practice drills 
• regular review of the critical incident plan 
• assistance with implementation of the critical incident plan 
• Helping restore and maintain a supportive, positive, working and learning environment as soon 

as possible after the incident 
• Conducting a thorough review of the school’s response to incidents, including identifying areas 

for improvements. 
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Rockhampton Girls Grammar School will identify a pre-designated location where the Critical Incident 
Committee will meet as soon as practicable once an incident has been deemed to be a critical incident. 
The Committee will be equipped with the resources needed to manage the incident. A secondary 
location has also been identified for use in the event of the primary location being within the affected 
area. 
 

Location 1:  Upper Paterson Board Room 
Location 2:  Upper Luck Meeting Room 

5. CRITICAL INCIDENT PLANS 
The Critical Incident Committee will develop and maintain a series of critical incident plans to address 
specific types of emergencies. These plans will be regularly reviewed and updated to ensure their 
effectiveness. 
 

Critical incident plans will be developed for the following types of incidents: 
• Emergencies as required in Emergency Plans by s43 of the Work Health and Safety Regulation 

 2011* 
• School violence (e.g. violent persons on campus) by way of a Lockdown Procedure 
• Public health emergencies (e.g. pandemics, outbreaks) 
• Cyberattacks in a Cyber Security Incident Response Plan. 

 

*Emergency Plans: Under s43 of the Work Health and Safety Regulation 2011 (Qld), all persons 
conducting a business or undertaking (PCBUs) have a duty to ensure that an Emergency Plan is 
prepared for the workplace. Risks covered by this plan may include fire, security, medical, electrical 
outage, mechanical or process failure, natural events such as storm or cyclones, and hazardous 
materials releases.   
 

Additional plans may be developed as needed to address other types of critical incidents that may arise. 
 
Each critical incident plan will be developed and documented to ensure that users of the plans 
understand when each particular plan must be implemented and that any cross-over in the application of 
each plan to individual incidents is consistently documented and applied. 
 

The aim of a critical incident plan is to: 
• Document strategies to identify and best manage the response to critical incidents that may occur 

within the school and its community 
• Define the specific roles and responsibilities of various personnel within the school during a 

critical incident  
• Provide for the safety and welfare of students, staff and the wider school community in a crisis 

situation 
• Minimise the personal and financial costs associated with critical incidents 
• Minimise the impact of the incident and ensure that students, staff, parents and other members of 

the school community receive the support required during and after a critical incident  
• Assist staff, students and their families and members of the wider school community to return to 

normal functioning as quickly as possible following a critical incident. 
 

Each critical incident plan will include the following elements, where relevant: 
• Incident description: A clear and concise description of the specific type of incident being 

addressed 
• Activation procedures: Guidelines for activating the plan, including who is authorised to do so and 

under what circumstances. 
• Roles and responsibilities: A detailed breakdown of roles and responsibilities for all staff 

members involved in the response 
• Communication protocols: Procedures for internal and external communication, including 

notification of authorities, parents and the school community. They must include contact details of 
relevant emergency services and key personnel relevant to the incident type 
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• Evacuation procedures: Detailed evacuation plans for the school building and surrounding areas, 

including designated safe zones and assembly points 
• Lockdown procedures: Guidelines for securing the school building and implementing lockdown 

procedures, if necessary 
• First aid and medical response: Procedures for providing first aid and medical assistance to 

injured individuals, including consideration of psychosocial hazards 
• Hazardous materials response: Protocols for handling hazardous materials spills or releases, if 

applicable 
• Incident management team: The composition and responsibilities of the incident management 

team, which will coordinate the school's response to the incident 
• Post-incident procedures: Guidelines for conducting a review of the incident response and 

making recommendations for improvement. 
 

All critical incident plans assign responsibilities among relevant staff members, cover all the actions to be 
taken and suggest timelines for doing so. 

5.1. IMMEDIATE ACTION (WITHIN 24 HOURS) 

• Identify the nature of the critical incident 
• Notify and gather together the Critical Incident Committee 
• Principal to notify the Board Chair of the Incident 
• Determine and implement the appropriate management plan or action strategy  
• Follow ISQ’s school closure processes (if required), including notifying the Department of 

Education Emergency and School Security Unit qed-emergency@id.ngcomms.net the following 
information: 

o School Name 
o School Address 
o School Closure Date 
o Reason for Closure 
o Name of Authorised Person 

This information will be displayed on their website https://closures.det.qld.gov.au ISQ should be 
copied into the email so they can offer assistance if needed.  

• Assign duties and resources to school staff 
• Seek advice and help from any necessary emergency services/hospital/medical services 
• Disseminate information to parents and family members 
• Complete a critical incident report 
• Notify current insurance provider and provide them with a copy of the critical incident report 
• Provide media response if required (see below) 
• Assess the need for support and/or counselling for those directly and indirectly involved 

(including identifying psychosocial hazards and controls) 
• Notify the Office of Industrial Relations within 24 hours of the critical incident occurring. 
• Notify Workplace Health and Safety Queensland or the Electrical Safety officer if the incident 

involved a work-related death, injury or illness.  
• If applicable, notify WorkCover of the critical incident if the incident resulted in injury or illness.  

5.2. ADDITIONAL ACTION (48 – 72 HOURS OR LONGER, DEPENDING ON THE 
CRITICAL INCIDENT) 

• Assess the need for support and counselling for those directly and indirectly involved (ongoing) 
• Provide staff, students and other relevant stakeholders with factual information as appropriate 
• Restore normal functioning and school delivery including, if the school closed for a period of time, 

notifying the Department of Education Emergency and School Security that the school has re-
opened. 

• Identify any other people who may be affected by critical incident and access of support services 
for affected community members 

mailto:qed-emergency@id.ngcomms.net
https://closures.det.qld.gov.au/
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• Maintain contact with any injured/affected parties 
• Evaluate critical incident management 
• Be aware of any possible longer-term disturbances e.g. inquests, legal proceedings. 

6. RESOURCES 
The nature of critical incidents is such that resources cannot always be provided in anticipation of 
events. The Critical Incident Committee uses its discretion to provide adequate resources – both 
physical and personnel – to meet the needs of specific situations. Staff will be reimbursed for any out-of-
pocket expenses. 

7. MANAGING THE MEDIA  
The Principal should normally handle all initial media calls but may delegate media liaison to another 
member of staff. The media liaison person should: 

• manage access of the media to the scene, and to staff, students and relatives 
• no interviews with students are permitted and no student should be photographed without 

parental permission 
• determine what the official school response will be 
• check all facts before speaking to the media 
• explain that questions cannot be answered at this time if accurate information is unavailable or 

the issue is of a sensitive nature 
• avoid implying blame or fault for any part of the incident as this can have significant legal 

implications.  

Should the media approach a staff member regarding the critical incident, the staff member should not 
comment but advise the media to contact the Principal or the school’s nominated media liaison 
representative. 
Should the Principal delegate media liaison to another member of the Executive, if possible, they should 
refer to Rockhampton Girls Grammar School’s Media Policy (RGGS-079-POL) before speaking to the 
media. 

8. EVALUATION AND REVIEW OF MANAGEMENT PLAN 
After every critical incident, a meeting of the Critical Incident Committee will be held to evaluate the 
Critical Incident Report and the effectiveness of the management plan and to make modifications if 
required. If appropriate this process will incorporate feedback from all staff, students and local 
community representatives. 
Rockhampton Girls Grammar School is committed to the bi-annual review of this Policy. The School will 
also record, monitor and report to the Board, the Senior Executive Team and others as appropriate 
regarding any breaches of the Policy.  
 
In addition, Rockhampton Girls Grammar School is committed to other various compliance and 
monitoring arrangements made under relevant policies and procedures.  
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