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Critical Incident Flowchart 

Staff member(s) (witness to incident or first contacted) 

Gather factual information and Contact Emergency Services - Dial 000 

Staff member(s) (witness to incident or first contacted)… 
Ensure safety & welfare of staff and students 
Contact first aid officer 
Administer first-aid until ambulance arrives  

Note: Assess situation: focus on immediate safety of other students and staff 

NB: Once police or fire brigade arrive at the Institute they will determine if other resources 
such as State Emergency Services (SES) are required to assist. 

Critical Incident Team member to liaise with emergency services 

Staff: Contact Critical Incident Coordinator  
Staff: Give facts of the situation 
Staff:  Receive advice from Critical Incident Coordinator on 
debriefing & counselling 
Director / Principal manage incoming inquiries (and outgoing 
information via web, phone…) 

Note: 
Contact team 

leader within the 
hour 

Debrief and 
counselling info 

as soon as 
practicable 

Critical Incident Coordinator -  Manage the media 
Prepare a written statement 

Note: 
Within 24 hours 

Reception: Inform colleagues 

Note: 
Within 24 hours 

Receive 
briefing from 

critical incident 
team 
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PEO, or their delegate 
Contact parents or families / friends of affected persons 

Note: 
Within 24 hours 

PEO  
Complete "Incident Report" form 

Note: 
Within 5 days 

Additional Action (When appropriate) 

PEO, or their delegate:  Convene brief meeting of the Critical Incident Team to: 

• discuss intervention plan • obtain executive support

Contact Local Support Personnel 

Support Personnel 

Counsellors 
Trauma Counselling 
Services 

Nursing and emergency staff Hospital 

PEO, or their delegate: 
Convene full staff meeting of teaching and administrative staff to: 

• present information • discuss action plan

• allow staff response
• decide on how students will be informed or 

given additional information

PEO: Set up a recovery room in the school: 

• provide fluids • comfortable chairs • support personnel

PEO, or their delegate: Inform students of: 

• facts of the incident • school actions

• counselling services • allow student discussion or response
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PEO, or their delegate convene with first aid officers… 
Identify "at risk" students and staff 
Be aware of others who have experienced trauma 
List of students involved  

PEO, or their delegate: Contact parents or families of "at risk" students and staff 

PEO, or their delegate … Arrange debriefing for "at risk" students and staff 
Organise for referrals to professional counsellors if required 

PEO, or their delegate …Inform all parents via the RTO website 

• The facts of the critical incident • the school's response plans

• possible reaction of students • sources of help for families

• encourage two-way communication between parents and the school

Critical Incident Coordinating Group: Restore the school to regular routine as soon as 
practicable  

• All staff can help here

Critical Incident Coordinating Group: Obtain updated factual information 

• continue to inform staff, students and parents

Critical Incident Coordinating Group: Continue to monitor well-being of students and 
staff 

All staff to report new information to Critical Incident Coordinating Group 
Staff may use rapport with students to counsel or refer on to professional body… Critical 
Incident Coordinating Group to be informed of all referrals 
Recovery time for staff involved 




