
 

 

 

 

 

 

 

 

 

 

 

 

 

 

St Joseph's Primary School 
 

RATIONALE: 
 

It is the responsibility of all members of the Catholic school community to collaborate in the 
provision of a caring environment. 
 

In today’s society, people can be exposed to a crisis situation, which could have serious effects. 
The school community is such a group. A sensitive awareness of the varying needs and 
circumstances of students, staff and families is important in such a crisis. 
 

Arising from the duty of care that Principals and staff owe students for whom they have 
responsibility, planning for the management of an abnormal or critical incident is essential. 
 

A critical incident may be defined as an event which causes disruption to an organisation, creates 
significant danger or risk and which creates a situation where staff, students and parents feel 
unsafe, vulnerable and under stress. Examples of Critical Incidents may include: 
 

 Serious injury, illness or death of a member of the school community 

 Violent assault of a member of the school community 

 Students or staff witnessing a serious accident or incident of violence 

 Fire, bomb threat, explosion, gas or chemical hazard, flood, earthquake and extremes of 
temperatures. 

 

Although such situations may be relatively unusual at St. Joseph’s it is important to have 
guidelines such as these to be prepared for action. 
 
IMMPLEMENTATION: 

□ Stay Calm: First prioritise the safety of the students. Instant solutions may not be possible. 
Beyond taking safety precautions, little more may be immediately achievable. 

□ Get the Facts: When trying to find out the information it is important for the teacher to try and 
remain calm and non-threatening. 

□ Ensure Safety: Ensuring the safety of the student and others is the teacher's first priority. 
Take quick common sense action to ensure safety. This may be  to  summons first  aid, 
evacuate and assemble for a roll call in the designated area (refer to Appendix A - Fire 
Drill/Emergency Evacuation or Appendix B - Lockdown Procedures), isolate a student or any 
other sensible action. 

□ Seek Assistance: Teachers must always seek the help of the Principal and Executive when 
dealing with such incidents. 

CRITICAL INCIDENT POLICY 
 



□ Involve the School Administration:   All details of the teacher's involvement should be 
documented and sent to the Principal. 

□ Public/ Press Announcement or Releases:  Any public or press releases must be directed 
by the Principal or delegated authority. 

 
FOLLOW UP 

 

Class / School Community: 

Particular situations may require follow up. This may occur within a class group or as a school 
community. Should this be the case, teachers will provide students with opportunities for children 
to share and communicate their concerns. This may require the Principal to intervene and it is 
desirable for support to be offered for all including students and staff members. 
 

If possible, resume normal duties as soon as possible once the event has been officially 
acknowledged. 
 

Parents / Carers: 

If the situation arises and there is a need to contact parents / carers a flow of information is 
important, as is consistency and mutual support between school and home. This will be done with 
the discretion of the Principal. 
 

Community Services and Agencies: 

The Principal may find it necessary to contact community services such as Counselling, the 
Department of Health and Community, Police etc… Again this will depend upon the incident at 
hand and will be done with the discretion of the Principal. 
 

 

 

 
 

Appendix A – Lock Down Procedure  

Appendix B – Evacuation Procedure 

Related Policy: Fire Evacuation Plan 
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APPENDIX A: Critical Incident Policy 
 

St. Joseph’s Primary School 
 

 

Critical Incident- Lock Down Procedure 
 
 
 

PRINCIPAL TO BE INFORMED IMMEDIATELY A SITUATION ARISES 
 

1. In the event of a critical incident, the person witnessing the incident must use the internal 
telephone system and phone the office to inform the Principal/Assistant Principal stating the 
nature of the incident. If unable to access a telephone, report the incident to the school office 
and raise the alarm. 

 

2. The Principal and/or the person-in-charge at the time of the incident will determine the need 
for a ‘Lock Down’ and sound the appropriate alarm. 
 

THE ‘LOCK DOWN’ ALARM 
 

Through the school’s amplified bell system a long bell will sound for 60 seconds, followed by the 
announcement via the telephone for the top buildings; 

 

“This school has been placed in lockdown. Please follow the lockdown procedure.” 
 

This process is repeated several times. 
 

STUDENT AND STAFF MOVEMENT 
 

Students and Staff will remain in their classroom and make efforts to close and lock the door and 
close and lock windows that could permit access into the room. All classroom lights are to be 
turned off and students are to remain down low and out of sight and quiet during the lockdown 
period.   Instructions will be communicated by the Principal/Assistant Principal or designated 
person. 

 

 The librarian/secretary is to make efforts to close and lock the doors and close and lock 
windows that could permit access into the library, as will be the case for all other teachers in 
rooms throughout the school, ie:   Canteen, Office, Hall, Reading Recovery Room, Creative 
Arts Rooms. 

 Students and staff who are timetabled in Library, Creative Arts room etc are to make efforts 
to close and lock all internal and external doors and close and lock windows that could permit 
access into these rooms. 

 Students and staff involved in PDHPE classes on the school playground are to move 
promptly to the nearest classroom (HB3/4), as long as it is safe to do so, and wait for 
instructions. 

 Staff ‘off class’ are to remain in the staffroom or work area and are to close and lock the 
staffroom doors and windows that could permit access into the room. 

 

 The Principal / Assistant Principal are to lock and secure all entry / exits to school 
grounds. 

 
 
 
 



 
 

 If the ‘Lock Down Alarm’ is sounded before school or during recess or lunchtime, students 
are to move directly to their classroom as long as it is safe to do so. All staff are to move 
promptly to the playground areas and direct students to their classrooms. 

 

 Class teachers are to move quickly to their classroom. 
 

 Students will remain on school premises in the care of school staff and will not be permitted 
to leave school grounds.



RESPONSIBILITIES: 
 

 The Principal is to notify office staff, to telephone Police or relevant support 

services. 

 School Secretaries to telephone top building through internal telephone system 

as well as alerting the Parish Presbytery. 

 The Principal is to head to the front of the school to liaise with Police and Emergency 

Services. 

 Assistant Principal will move to the front of the school to assist, if not supervising a class.  

 Principal / Assistant Principal to ensure no other personnel enter or exit school grounds. 

 Teachers are to remain with their class and mark the roll. Any absences will need to be 
reported to the school office staff via the Principal or Assistant Principal. 

 

 Teachers are to close and lock the classroom door and instruct students to close and lock 
windows that could permit access to the room. 

 

 Students are to remain seated on the ground behind desks or chairs and quiet at all times. 
Should it be necessary to move out of rooms or away from the school, instructions will be 
communicated via the Principal. 

 

 No one is to leave the locked room until the ‘ALL CLEAR’ is given by word of mouth from 
the 
Assistant Principal or Principal. 

 

 

ALL CLEAR 
 

The ‘ALL CLEAR’ announcement will state the following: 
 

“The ‘LOCK DOWN’ has now ended.” 
 

“Everyone is to move in an orderly manner to the assembly area.”  

“Line up in class lines and sit quietly.” 

 

LOCK DOWN’ FOLLOW-UP 
 

The School leadership team in consultation with staff will investigate the incident and implement 
an evaluation in accordance with the Critical Incident Policy’. 
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St. Joseph’s Primary School 

EMERGENCY EVACUATION PROCEDURE 

RATIONALE: 

That all staff, students, parents and visitors are assembled at the designated safe zone, 
which is the top field play area, within 3 minutes of the sounding of the emergency alarm 
(normally the electric bell 3X3 times but in the event of power being lost the same signal will 
be sounded on a whistle).  

The school administration has the responsibility to provide a safe and orderly evacuation of 
all people within the school buildings and facilities. 

The aim of any drill should be to clear the school buildings and immediate grounds, within 
three (3) minutes of the alarm, so that all school members know the procedures. 

The outlined procedure is to be used in all EVACUATION emergencies.  

DIRECTIVES: 

 the Principal is to ensure each member of the staff is aware of the procedure for any 
emergency or drill, and is to be given a copy of this procedure; 

 all staff are to ensure doorways and passageways within the school are kept  clear at all 
times, to enable free movement should an emergency arise (more: rooms having two (2) 
exits - both are to be kept clear);  

 the children attending the school are to be instructed regularly on the procedure set down 
by the school as a drill; and 

 all visitors to and contractors at the school must be instructed in the emergency 
procedures before being admitted onto the premises. 

PROCEDURE: 

General 

 the Principal or the Assistant Principal have the absolute  authority within the 
emergency/drill situation – except when the Fire Brigade, Police, Ambulance, and/or other 
emergency service arrive on site; 

 the Principal may consult with the ‘fire officer’ on undertaking reasonable and safe 
firefighting techniques, BUT not at the risk of life or limb; 

 parents and staff who are required to work at the school, either full or part time, are to 
ensure that these procedures are understood and adhered to; 

 no one shall leave or enter the school site once the emergency alarm is sounded, until the 
all-clear is given (one ring of the bell); 

 once an evacuation begins it will not be cancelled until all people are assembled in the 
safe zone; 

 no staff, students, parents or visitors are to re-enter any building until the all-clear is given, 
except under direction from the Principal to extinguish a fire; 

 emergencies shall cover fire, bomb threat, explosion, chemical spill and/or electrical fault; 

 the alarm is sounded from the computer located in the staffroom; 

 the Principal shall direct the secretary to contact the appropriate emergency service; 

 

 

ATTACHMENT B: Critical Incident Policy  

 



 all decisions will be made in the following priority when the Principal is absent or not 
available, the Assistant Principal, then other members of the Leadership Team if the 
Assistant Principal is absent or not available, and finally, if all are absent or not available, 
the teacher who has taught at the school the longest. 

First Officer is the staff member who first recognises the emergency or is informed of it by a 
student, parent or visitor. His/her responsibilities are: 

 

 must clear the immediate danger area of all students, staff, parents and visitors; 

 attend to, or find a duly qualified person who can attend to, any person in need of 
immediate first aid; 

 advise the Principal of the details relating to the emergency situation; and 

 ensure the emergency warning alarm is sounded – either personally or by another 
responsible person. 

 

EVACUATION: 
 

Before School Hours (0900): 
 

 all teachers who are in their designated classroom are to evacuate all students and 
parents and ensure that no-one is left behind (checking in cupboards, behind doors, 
storerooms, other rooms, etc.); all students and parents are to proceed orderly to the safe 
zone at a regular pace, followed by the teacher; do not waste time to collect possessions 
before leaving the classroom; all teachers are to collect their class roll as they leave the 
classroom; teachers who are not in their classrooms at the time of the emergency are not 
to return to their classrooms and must use Schoolworx in order to check off their students 
at the safe zone; 

 any students and parents not at a classroom will be collected by the teachers, secretary, 
teacher’s aide, and/or Principal as they proceed to the safe zone; 

 the children  must assemble in their designated safe zone area – parents may remain to 
calm any distressed children, BUT must not hinder the actions of  any staff member 
involved in the emergency situation; 

 parents, and visitors not with any children will assemble at the Stanley Street side of the 
safe zone;  

 the secretary/administration staff will evacuate the administration area and collect the 
school master roll, evacuate the staffroom and turn off the power mains; then move to the 
safe zone, placing the ‘Emergency in Progress – Do Not Enter’ sign at the Front Office 
entrances; 

 at the safe zone the class roll is checked and all teachers are to raise their roll (or hand) 
above their head to indicate the count is complete. The names of any absent students are 
given to the Principal or delegate; teachers then ensure that the students remain in their 
group; 

 the staff shall await the arrival of the Emergency Service and advise them that it is 
unknown if any people are inside the buildings or facilities.  

During Normal Class Hours (0900-1100/1140-1340/1415-1515) 

 all teachers are to immediately evacuate all students and ensure that no-one is left behind 
(checking in cupboards, behind doors, toilets, other rooms, etc); all students are to 
proceed orderly to the safe zone at a regular pace, followed by the teacher; do not waste 
time to collect possessions before leaving the classroom; 

 all teachers are to take a device to access the electronic roll on Schoolworx as they leave 
the classroom; 



 all children must assemble in their designated safe zone area; 

 all parents and visitors will assemble at the Stanley Street side of the safe zone; 

 the secretary/administration staff will evacuate the administration area and collect the 
Visitor and Student Sign In books, evacuate the staffroom and turn off the power mains; 
then move to safe zone, placing the ‘Emergency in Progress – Do Not Enter’ sign at the 
entrances; 

 the library will be evacuated by any staff member using it at the time of the evacuation; 
and assemble the children with their class at the staff zone;  

 the teacher’s aide will evacuate the toilets; and, assemble the children with their class at 
the safe zone; 

 in the absence of the library aide and teacher’s aide, the Principal is to evacuate the 
toilets and assemble the children with their class at the safe zone; 

 when the Principal is performing duties above, the Assistant Principal or other member of 
the Leadership Team will perform the Evacuation Report duties – after having checked 
his/her class roll;  

 at the safe zone the class roll is checked and teachers are to raise their roll (or hand) 
above their head to indicate the correct count. The names of any missing students are 
given to the Principal; teachers then ensure that the students remain in their group. 

 

During Lunch/Recess Breaks (1100-1140/1340-1415): 

 all teachers are to immediately proceed to their designated classroom – to evacuate all 
students and ensure that no-one is left behind (checking in cupboards, behind doors, 
other rooms, etc); all students are to proceed orderly to the safe zone at a regular pace, 
followed by the teacher; do not waste time to collect possessions before leaving the 
classroom; 

 any student not at a classroom will be collected by the teachers, secretary, teacher’s aide, 
and/or Principal as they proceed to the safe zone; 

 all teachers are to take their class roll as they leave the classroom; 

 parents and visitors will assemble at the Stanley Street side of the safe zone; 

 the secretary/administration staff will evacuate the administration area and collect the 
school  master roll, evacuate the staffroom, and turn off the power mains; and then move 
to the safe zone, placing the ‘Emergency in Progress – Do Not Enter’ sign at the 
entrances; 

 the teacher on duty in the library will evacuate the children; and, assemble the children 
with their class  at the safe zone; 

 the teacher’s aide will evacuate the toilets; and, assemble the children with their class at 
the safe zone; 

 in the absence of the teacher’s aide, the Principal is to evacuate the toilets and assemble 
the children with their class at the safe zone;  

 when the Principal is performing duties above, the Assistant Principal or alternate member 
of the Leadership Team is to perform the Evacuation Report duties – after having 
checked his/her class roll; and 

 at the safe zone the class roll is checked and all teachers are to raise their roll above their 
heads to indicate the count is correct – the names of any missing students are given to 
the Principal; and, then to ensure that the students remain in the group. 

 

 



After School Hours (1515- ): 

 all available staff are to immediately evacuate the classrooms, library, toilet, administration 
area and music room, place the ‘Emergency in Progress – Do Not Enter’ sign at the 
entrances and turn of the power mains; 

 all students, parents and visitors are to proceed orderly to the safe zone at a regular 
pace, followed by staff; 

 one (1) available staff member shall contact the appropriate emergency service; and 

 the staff shall await the arrival of the emergency service and advise that it is unknown if 
any people are inside the buildings or facilities. 

Securing the Danger Area in situations during school hours 

 after the school has evacuated to the safe zone, the Principal (or in his/her absence the 
Assistant Principal) shall dispatch a minimum staff of two (2) available staff members to 
the entrances on Stanley Street and the Parent Carpark entrance on Woodford Street to 
advise any person wishing to enter the school grounds of the situation and that access is 
denied; 

 all people and vehicles will be directed to assemble in the parking area and on the 
footpath on the opposite side of Stanley Street (so as to allow free access to the 
emergency site); and 

 the names of all students and people assembled there are to be relayed to the Principal 
by a staff member or responsible adult. 

Role of Staff, Parents and Visitors: 

 the Principal is to inform the Emergency Service of any missing persons; 

 the Principal is to ensure the Emergency Service is directed to the location of the fire 
hydrants and fire hose; 

 staff are to make themselves available for other duties, as are required - ensuring at all 
times that adequate staff numbers are left with the children to provide supervision; 

 all staff and  parents working at the school are to ensure that power is turned off to all 
electrical appliances and the doors and windows are closed in their area of control, before 
leaving; and 

 all visitors and/or contractors working at and/or making deliveries to the school will comply 
with all reasonable requests from staff and/or parents concerned with their work. 

CONCLUSION OF EMERGENCY: 

 the Principal shall give the ‘all clear’ with a single ring of the bell to end the evacuation - 
the extent of destruction to buildings will determine if entry into all buildings will be 
permitted; 

 the Principal should advise the Catholic Schools Office of the emergency; and 

 any problems or concern with the evacuation should be brought to the attention of the 
Principal/Assistant Principal/Leadership Team and all staff debriefed after the evacuation. 

 

The All Clear bell (a single bell) will be rung a second time (after a minimum period of 10 
minutes time) to indicate all is clear.  

Reviewed:    August 2017 

Ratified:    August 2017 
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Simplified Outline of Responsibilities and Procedures 

This process is to be followed in conjunction with the full Emergency Evacuation Procedure 

 

Principal gives the Evacuation Order and ensures the alarm is sounded. They direct the 
Admin staff to call the Emergency Services then proceed to the Safe Zone. Once all classes 
are in the Safe Zone, the Principal sends staff to each of the entrances to the school to 
ensure visitors do not enter. The Principal checks that all students are accounted for. The 
Principal will liaise with Emergency Services. The Principal gives the ‘All Clear’ – one ring of 
the bell.  

 

Teachers evacuate classes, checking cupboards, behind doors and adjacent toilets to the 
Safe Zone on the top field. They check electronic rolls using Schoolworx on an available 
device. Teachers raise their hand above their head when the roll is checked. If any students 
are unaccounted for their names are reported to the Principal/ Assistant Principal. 

 

Teacher Aides are to check the library and student toilets. Then evacuate to the Safe Zone. 

 

Administration Staff call the Emergency Services (on the advice of the Principal/ Assistant 
Principal). They put up ‘Emergency in Progress – Do Not Enter’ signs at the Office entrances, 
collect the sign in books, turn off the mains and evacuate the offices and proceed to the Safe 
Zone. 


