IVANHOE

GRAMMAR SCHOOL

CRITICAL INCIDENT PROCEDURES — OUTDOOR EDUCATION

The purpose of this document is to enable Ivanhoe Grammar School and the Outdoor
Education personnel to deal effectively with communications and other needs that might arise
from a serious incident involving students or staff participating in the Outdoor program.

Here we are defining a serious incident to be a critical, life threatening injury, situation or
fatality.

TASKS RESPONSIBILITY
1 | Secure the group at the incident site. Deal with
life endangering circumstances. Outdoor Staff

Administer First Aid.

Consider evacuation and notification
procedures.

(see Emergency Action Plan (EAP) for details)

2 | Notification Priorities:
(a) Notify Director of OE and other Outdoor Staff
outdoor staff as necessary (if Director non-
contactable proceed with the contact
priorities below )
(b) Notify Principal. Director
If the Principal is non- contactable, notify one of
the following in order of priority: Director
(c) Head of School/Deputy Principal
Head of Campus TRC Gerard Foley
Head of Campus Plenty Graeme Harder:

Head of Buckley House Debbie Sukarna

(d) Initial notification to Principal should include
victim's name and brief factual description.




(e) Principal to notify Chairman
Deputy Principal / Heads of Campus notifies
relevant academic staff (deputies, pastoral
care staff, counselors)

(f) Principal notifies key administrative staff so
as to implement Principal’s Action Plan
(PAP)

Refer to PAP and decide on procedure to be
followed.

Director of Outdoor Education

Principal / Deputy Principal /
Head of Campus

Decide whether the Principal/Deputy Principal
Head of Campus should come to accident site
with an assistant.

Delegate a spokesman for the School

Principal / Deputy Principal /
Head of Campus

Principal/Deputy Principal

Assess what to do with the rest of the Outdoor
(class) group.

Continue as programmed?

Return to Outdoor Centre?
Terminate camp?

Transport required? Organise.
Return to IGS ? When? With whom?

(Generally in the case of a fatality all students in
the field would return to school)

Principal / Director of Outdoor
Education

Assess needs of students and staff for physical
and emotional support.

Deputy Principal / Heads of
Campus, Senior staff / Chaplain,
Pastoral Staff

Assess needs of Parents and family for physical
and emotional support.

Deputy Principal / Heads of
Campus, Senior staff / Chaplain
Pastoral staff

In the situation where the victim is hospitalised
organise person(s) to visit the hospital and deal
with matters there.

Principal

In the event of a fatality, wait for legal
authorisation (local police) before moving the
body. Arrange for photographs in situ before the
body is moved.

Director of Outdoor Education /
Deputy Principal

Facilitate documentation and reporting.

Documentation will proceed as part of the
Emergency Action Plan (EAP) implemented by
Outdoor staff. Further documentation

may be required -

(@) Maintain a written log of events, time and
action taken.

Outdoor Staff




(b) Make certain that written accounts are
obtained as soon as possible from all
witnesses, affected students and staff.

(c) Prepare a detailed report within 7 days,
including preliminary recommendations
without any judgements, conjecture,
analysis or conclusions.

(d) Submit the report via the Principal to
legal counsel for review and revision.

(e) Consider the need for further internal or
external review / investigation and the
specific tasks of any review body
established.

()  Make sure all affected legal and land
management authorities are notified.

Principal’s Assistant

School Board/Principal

Principal’s Assistant

10 | Organise professional counselling for Deputy Principal / Heads of

traumatised staff and students. Campus, Senior Staff / Chaplain /
Pastoral Staff

11 | Organise a meeting or communication with the Principal, Deputy Principal,
parents of the other students in the affected Heads of Campus, Senior Staff /
Outdoor group. Pastoral
Director explains what happened, how their Director of Outdoor Education,
children may have been affected, facts, etc. Heads of Campus

12 | If an inquest is likely, make appropriate Principal & Director of Outdoor
preparations. See Inquest Notes. Education

13 | Notify School’s insurance company Business Manager

14 | Prepare and organise mechanism for informing | Principal, Deputy Principal,

all IGS parents of the accident - facts, reassure.

Heads of Campus




