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1. STATEMENT 

Saint Ignatius’ College (the College) is committed to the efficient and effective management of critical 

incidents essential to the safety and wellbeing of students, staff, visitors, and the broader College 

community. Such incidents can also impact considerably on the psychological wellbeing of all members of 

the College community, causing adverse effects in areas such as learning, occupational performance, and 

family interactions.  

 

Whilst this Policy provides a broad overview of the College’s strategy and response to a critical incident, the 

College also has the following Plans in place, which detail the step-by-step response and recovery 

procedures that underpin the Policy in the event of a critical incident: 

 

❖ Emergency Management Plan  

❖ Infectious Disease Control Response Plan 

❖ Crisis Management Plan 

❖ General Business Continuity Plan  

❖ Pandemic Business Continuity Plan.  

 

2. SCOPE 

This Policy applies to all students, staff (including guests), visitors, volunteers, contractors, 

parents/caregivers, and the broader College community. 

 

3. PURPOSE 

The College aims to minimise the traumatic effects of a critical incident in both the short term and long term. 

This Policy sets out how the College will adopt a coordinated, systematic response that restores stability and 

creates a sense of safety and security for all members of the College community. 

 

4. PRINCIPLES 

The College is committed to: 

• responding with precision and sensitivity to critical incidents as they affect members of the College 

community 

• keeping members of the community informed of events and aware of follow-up procedures 

• being inclusive of all who are affected by a critical incident 

• being mindful of the safety and wellbeing of all members of the College community 

• accessing professional support from persons or agencies who are trained to deal with critical incidents. 

 

4.1 Definition  

A critical incident may be defined as any event that causes disruption to an organisation or creates 

significant danger or risk where students, parents/caregivers, or staff feel unsafe, vulnerable, and under 

stress. It could also be an incident that has the potential to harm the reputation of the College. The incident 

may occur at the College or through a College-based activity or circumstance. 

 

A crisis situation can derive from sudden, unexpected events (or series of events) or chronic or accumulative 

events (perhaps one or more longer-term stressful events). Critical incidents may impact on a few students 

and or/staff, or they can significantly affect the whole College community. 
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Examples of a critical incident may include: 

• serious injury, accident, terminal illness, suicide, or death 

• major vandalism or destruction of all of part of the College 

• a situation that threatens the safety of students or staff 

• extremely damaging media attention 

• allegations of serious misconduct 

• a tragedy involving a family of the College 

• a bushfire, major disaster, or disease pandemic in the community 

• any situation that evokes a strong emotional reaction. 

 

4.2 Critical Incident Management Team (CIMT) 

The Critical Incident Management Team shall meet as a matter of urgency to respond to the crisis in 

accordance with the associated plans and procedures. The CIMT shall comprise some or all of the following 

staff members as determined by the CIMT Leader for each individual critical incident: 

 

POSITION 

Principal (CIMT Leader) 

Rector 

Head of Business 

Head of Senior School 

Head of Junior School 

Head of Ignatius Early Years 

Administrative Dean (Chief Emergency Warden) 

Executive Assistant to the Leadership Team 

IT Services Manager  

Grounds and Maintenance Manager 

People and Culture Manager 

Directors of Student Wellbeing 

Risk and Compliance Officer  

Director of Teaching and Learning (SS) 

 

and any other persons the CIMT Leader deems appropriate at the time of meeting. 

 
College Contact Details  
 
Senior School: (08) 8334 9300  
Junior School: (08) 8130 7100  
Ignatius Early Years: (08) 8130 7180  
After Hours Emergency: 0420 978 957 (property and infrastructure); 0404 831 652 (all other emergencies)  
Email: admin@ignatius.sa.edu.au  
Website: ignatius.sa.edu.au 
 
  

mailto:admin@ignatius.sa.edu.au
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4.3 Critical Incident Response Timeline 

 

Pre-Incident 

  

At the Time of the 

Incident/Immediately 

After 

Within 24 Hours Following Post-Incident  

❖ Knowledge 

and 

awareness of 

College 

Response and 

Management  

Plans 

❖ CIMT meets 

periodically in 

preparation 

❖ Keep calm and 

secure the area 

❖ Activate 

Emergency 

Management 

Plan or 

Infectious 

Disease Control 

Response Plan  

❖ Notify Principal 

and Chief 

Emergency 

Warden 

❖ Convene CIMT 

❖ Confirm 

incident and 

collect reliable 

information 

❖ Initiate 

communication 

with relevant 

authorities 

❖ Ensure site is 

not disturbed (if 

advised by 

relevant 

authorities) 

❖ Activate Crisis 

Management 

Plan. Includes 

contacting 

professional 

support and 

arranging  

counselling 

services where 

necessary 

❖ Communication 

with College 

community, 

College Board, 

CESA, and the 

Jesuit 

Education 

Australia (JEA) 

❖ Activate the 

relevant 

Business 

Continuity Plan 

❖ Provide 

ongoing 

support 

❖ Provide 

regular 

updates to 

relevant 

stakeholders  

❖ Final debrief 

❖ CIMT meet to evaluate the 

College’s: 

➢ response 

(approximately one 

week post-incident) 

➢ recovery (three 

months post-incident) 

❖ Ongoing recovery 

➢ support for 

Principal/CIMT 

➢ support for affected 

staff 

➢ long-term initiatives 

(community and 

curriculum) 

➢ long-term 

monitoring/counselling 

of those affected 
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4.4 Management Following a Critical Incident Flowchart 

 

Critical Incident 

 

Contact Principal (CIMT Leader) 
 Initiate communications with 

relevant authorities 

 

Initiate Critical Incident Management Team  
meeting to assess incident 

 

Contact professional support where necessary 
(medical liaison, professional standards, contingent counselling service) 

 

Communication to the College community, College Board,  
CESA, JEA, etc 

 

Arrange for counselling services 

 

Post-event follow-up 

 

Refine Critical Incident Management Response Plan 

  



5 

5. RESPONSIBILITIES OR EXPECTATIONS 

College Board will: 

• approve this Policy. 

 

Risk and Compliance Board Committee will: 

• review and recommend amendments to this Policy for approval by the College Board. 

 

Principal will: 

• implement this Policy and manage any critical incident. If the Principal is not available, the Rector or 

the Head of School, in communication with Jesuit Education Australia (JEA) and/or the CESA 

Principal Consultant, is responsible for its implementation and management 

• communicate with the media in accordance with the College’s Media and Communications Policy. If 

the Principal is not available, the Rector or Head of School will adopt this role.  

Leadership Team will: 

• ensure all members of the College community are informed of this Policy and associated Plans and 

that appropriate rehearsals are conducted on a regular basis 

• ensure that staff with key roles are adequately trained and supported 

• review the College’s response following an incident 

• monitor and review the Policy in accordance with the moral and legal obligations of the College 

• allocate resources to implement the Policy and facilitate necessary training of staff 

• provide appropriate counselling and support for any staff or student affected by an incident. 

 

Risk and Compliance Officer will: 

• coordinate the review and amendments to this Policy. 

 

Staff will: 

• report any critical incidents to the Principal as soon as possible after they become aware of the 

incident or the possibility that such an incident will occur 

• ensure they are familiar with, and act in accordance with, the Critical Incident Policy and associated 

Plans 

• ensure that any guests, visitors, volunteers, or contractors acting under their direction are aware of 

prescribed policies and plans 

• in the event of an incident, demonstrate models of behaviour that promote the physical and 

emotional wellbeing of students 

• refrain from using social media platforms and ICT devices to disseminate information regarding a 

critical incident unless it is in direct response to their own/others’ personal safety or permission is 

granted by the College. 

 

Students will: 

 

• report any critical incidents to their teacher who will immediately notify the Principal and/or Chief 

Emergency Warden as soon as they become aware of the incident or the possibility that such an 

incident will occur 

• follow staff directions in a critical incident 

• refrain from using social media platforms and ICT devices to disseminate information regarding a 

critical incident unless it is in direct response to their own/others’ personal safety or permission is 

granted by the College. 
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College community members are obliged to: 

• report any critical incidents to the College as soon as they become aware of the incident or the 

possibility that such an incident will occur 

• refrain from using social media platforms and ICT devices to disseminate information regarding a 

critical incident unless permission is granted by the College. 

 

6. RELATED LEGISLATION, DOCUMENTS, RESOURCES 

Key Legislation 

• Work Health and Safety Act 2012 (SA) 

• Work Health and Safety Regulations 2012 (SA) 

• Privacy Act 1988 (Cth) (including National Privacy Principles) 

 

College Documents 

 

• Emergency Management Plan 

• Infectious Disease Control Response Plan 

• Crisis Management Plan 

• General Business Continuity Plan  

• Pandemic Business Continuity Plan 

• Code of Conduct 

• Media and Communications Policy  

 

Resources 

• Catholic Education South Australia (CESA)  

• Jesuit Education Australia (JEA) 

 

7. DOCUMENT AVAILABILITY, REVIEW, AND UPDATES 

The College will review this Policy every two years. It may also amend the Policy from time to time to take 

into account new laws and technology or changes to the College’s operations and practices, and to make 

sure it remains appropriate to the changing school environment. The most recent version will be maintained 

on the College’s website. 
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