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The Montessori School is committed to providing a child-safe environment and promoting 
practices which provides for the safety, well-being and welfare of our children and young 
people at school and in the wider community.  Whilst all care is taken, it is recognised that 
critical and emergency incidents can occur at any time. 
 
Purpose : 
The Montessori School’s Critical and Emergency Incident Policy and Procedures are focused 
on clearly identifying the risks to which the school is exposed and putting in place physical and 
policy processes and procedures that will mitigate or prevent a critical or an emergency 
situation arising. 
 
The Critical and Emergency Incidents Standard has been determined by the Minister for 
Education and Training under s.159(1)(i) of the School Education Act 1999. It requires every 
school to have and implement a critical and emergency incidents policy and procedures 
 
Definitions: 
Critical and emergency incidents 
Critical and emergency incidents which are foreseeable which, therefore, should be prepared 
for in policy and procedure will vary with each school’s student cohort, location and other 
factors. Perhaps the majority of incidents will also be reportable incidents. Incidents which are 
not ‘reportable incidents’, but for which preparations should be made, include the sudden 
death of a student or staff member unconnected with the school premises or a school-related 
activity. 
 
Grooming 
For the purpose of the definition of reportable incidents, grooming is the use of a variety of 
manipulative and controlling techniques with a vulnerable subject in order to establish trust 
or normalise sexually harmful behaviour with the overall aim of facilitating exploitation and/or 
avoiding exposure.  
 
Reportable incidents 
For the purpose of critical and emergency incidents, the following are reportable incidents: 
1. The death of a student or staff member at school or during a school-related activity, 

or following an incident at school or during school-related activity. 
2. An incident involving injury, illness or trauma to a student or staff member at school 

or during a school-related activity requiring ambulance or hospital attendance. 
3. An incident requiring a police or other emergency services response when a student 

appears to have been taken or removed, or goes missing and cannot be accounted for, 
from the school or from a school-related activity without proper authority. 

4. An incident requiring the school to be locked down or to evacuate staff and students, 
or reduce the number of students or staff attending, or to close for any duration for 
health or safety reasons. 

5.  The receipt of a complaint or allegation of child abuse, including but not limited to 
sexual abuse, committed against a student – 
a.  by a staff member or another student; or 
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b.  by another person on the school premises or during a school-related activity; 

whether the abuse is alleged to have occurred recently or in the past. 
6.  Issuing a formal warning to or ceasing the employment of a staff member for a breach 

of the Code of Conduct suspected to have involved grooming behaviour. 
 
Trauma 
For the purpose of critical and emergency incidents, and the definition of reportable incidents, 
a trauma is a psychological wound or injury suffered at school or during a school-related 
activity [Australian Psychological Society] 
 
Policy: 
1. All critical and emergency incidents are to be reported and documented in the School’s 

Incident File (kept in the Principal’s office).  All written reports and documentation should 
be regarded as confidential. 

 
2. All reportable incidents are to be reported and documented in the School’s Incident File 

(kept in the Principal’s office).  All written reports and documentation should be regarded 
as confidential. 

 
3. The above includes other critical and emergency incidents which do not have to be 

reported to the Director General. 
 
4. Incidents are to be managed in such a way as to give highest priority to the best interest 

of the students. 
 
5. Incidents are to be managed in such a way as to minimise trauma and distress to students 

and staff 
 
6. Incidents are to be managed in such a way as to minimise property damage 
 
7. Incidents are to be managed in such a way as to ensure the education program is 

maintained and resumed 
 
8. The Principal will notify the Montessori School Council of all critical and emergency 

incidents and this date must be recorded in The Montessori School Council Meeting 
minutes. 

 
9. The Principal will notify the Montessori School Council of all reportable incidents and this 

date must be recorded in The Montessori School Council Meeting minutes. 
 
10. The Director General must be notified as soon as practicable and, in any event within 48 

hours of the incident using the Critical and Emergency Incident Report Form.  The latest 
version is available for download and completion from the Department of Education 
website at https://www.education.wa.edu.au/ongoing-obligations.  This date must be 
recorded in The Montessori School Council Meeting minutes. 

https://www.education.wa.edu.au/ongoing-obligations
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11. The Director General must be notified of all reportable incidents, as soon as practicable 

and, in any event within 48 hours of the incident using the approved Reportable Incident 
Notification Form available from the Department of Education website at 
https://www.education.wa.edu.au/ongoing-obligations This date must be recorded in The 
Montessori School Council Meeting minutes. 

 
Reportable Incident 5 becomes reportable when the Principal or governing body knows 
that a mandatory report has been made in regard to a student at the school, and the 
incident meets the definition of an allegation against a staff member, another student, or 
another person on the school premises or during a school-related activity. The description 
of the incident in the notification to the Director General need only record that a 
mandatory report has been made and provide the report receipt number.  The identity of 
the persons involved, and the identity of the mandatory reporter, must not be disclosed 
on the form. 

 
12. The Principal must notify the Director General if a Mandatory Report has been made in 

regard to a student through the Critical and Emergency Incident Report Form available on 
the Department of Education website. 

 
13. The Principal must notify the Montessori School Council if a Mandatory Report has been 

made in regard to a student at the school, as this falls within the definition of a critical 
incident. 

 
14. Where a formal warning has been issued to a staff member, or the employment of a staff 

member has been terminated for a breach of the Staff Code of Conduct suspected to be 
grooming behaviour, the Montessori School Council and Director General are to be 
notified.   

 
15. When an allegation of Staff Code Conduct breaches involving grooming and child abuse, 

the issue must be raised immediately with the Child Protection Mandatory Reporting 
Services and then the Principal.  In this case, the Principal will immediately contact the 
Western Australian Police Child Abuse Squad, the Principal will also inform the School 
Council and remove the employee from all contact with students.   

 
16. Action and investigation will be taken by the Police.  The parents of the student will be 

notified by the Police.  The Principal will take advice and will consult with the Western 
Australian Police Child Abuse Squad.  Where relevant, a report will be made to the 
Teachers Registration Board of Western Australia, as required under the “Teachers 
Registration Act 2012 (No 16 of 2012). Section 42”. 

 
17. After consideration of advice from Department of Child Protection and Family Support and 

the West Australian Police Child Abuse Squad parents will be notified of any incident or 
behaviour of concern to student safety. 

 

https://www.education.wa.edu.au/ongoing-obligations
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18. A full report is to be made to Montessori School Council as soon as possible following a 
critical and emergency and reportable incident. 

 
Emergency Management: 

• An emergency is defined as an event, actual or imminent, which : 
• Occurs on or off-site 
• Endangers or threatens to endanger life, property or the environment 
• Requires a significant and coordinated response 

Examples of emergencies are fire, bomb threat, hazardous materials, spillage, prolonged loss 
of a utility (e.g. water or power), cyclone or floods. 
 
Emergency and Critical Incident Management Plan: (ECIMP) 
The ECIMP describes the school and its environment, the potential hazards to which it is likely  
to be exposed and the manner in which emergencies will be managed by the school.  Staff and  
students are regularly updated with this policy and drills are done every semester.   
 
The ECIMP has the following components : 
Risk assessment : 
The school identifies risks, assesses and priorities risks, and develops treatment strategies  
 
Prevention : 
This component focuses on clearly identifying the risks to which the school is exposed and  
putting in place physical and policy processes and procedures that will mitigate or prevent an  
emergency situation arising. 
 
Preparedness: 
The Plan is known to all staff and a copy of the Evacuation Procedures is displayed in the  
classrooms.  The Montessori School has specific responses for particular high risk emergencies  
such as; bushfire, catastrophic weather, lockdown etc. 
 
Response: 
The emergency management planning is undertaken with the aim of achieving an effective 

and  
timely response to emergency situations. 
 
Recovery: 
Recovery stage may vary from a few hours to months and follow-ups if any must be 

completed. 
Once the emergency is over and the site is declared safe, it is important that the normal 

running  
of the school recommences as soon as possible. 
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Related Documents : 

• Excursions Policy and Procedures 
• Incursion Policy and Procedures 
• Camps Policy and Procedures 
• Overseas Trip Policy and Procedures 
• Child Protection Policy and Procedures 
• Privacy Policy and Procedures 
• Volunteer Policy and Procedures 
• Behaviour Management Policy and Procedures 
• Anti Bullying Policy and Procedures 
• Complaint Policy and Procedures 
• Child Safety Policy and Procedures 
• Emergency and Critical Incident Management Plan 
• AISWA Policy and Procedures Guidelines 
• http://det.wa.edu.au/policies/detcms/portal/ 

 
 
 


