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CRISIS MANAGEMENT PLANNING IN 

CATHOLIC SCHOOLS 
 

 
RATIONALE 
 
Catholic schools have a responsibility to provide a safe and supportive 
environment for staff, students and member of the community. 
Learning outcomes for students and the wellbeing of students, staff and 
community members can be adversely affected by crisis events. Appropriate 
planning and intervention can reduce the likelihood of such events and mitigate 
the impact should a crisis occur. 
 

 
DEFINITIONS 
 
Events that cause severe emotional and social distress may occur at any time and 
without warning. Such occurrences have been variously called Traumatic 
Incidents, Critical Incidents, Crises, Disasters and Emergencies. 
Raphael (1986, page6) has identified characteristics of crises in that they 
involve: 
 
 

o Rapid time sequences 
 

o An overwhelming of the usual coping responses of individuals and 
communities 

 
 

o Severe disruption, at least temporarily, to the functioning of individuals 
or communities 

 
o Perceptions of threat and helplessness and a turning to others for help 

 



 

 

 
 
 
 
 
 
 
 
Flannery and Everly (2000) describe a crisis as a response condition and the 
precipitating event, the stimulus, as a critical incident.  
In schools, a crisis might be considered as any situation faced by staff or students 
that causes them to experience unusually strong emotional reactions.  These may 
have the potential to interfere with their ability to perform at the scene or later. 
Crises tend to be far outside of the normal experience of those involved and 
indeed of most of the population. Accordingly, the individual has little by way of 
guidelines from past experienced on how to deal with the event or the reactions 
to it. Students have even less experience to draw on than adults and usually have 
more restricted repertoire of coping responses. Sense of control and self-efficacy 
are likely to be reduced. Students are likely to be looking to those adults who 
usually provide support, guidance, direction and leadership to continue to fulfil 
these roles. 
 

 
PRINCIPLES 
 

1. Catholic schools are safe and supportive environments where the 
11 principles and 6 key elements of the National Safe Schools 
Framework (2003) are practised. 
http://docs.education.gov.au/system/files/doc/other/national_sa
fe_schools_framework.pdf 
 
These are attached below. 

2. Catholic schools owe a duty of care to their students, staff and 
others who may visit the school or be involved in school activities.  

3. Catholic schools take actions to: 
 prevent crises or reduce the chance of these occurring, and where 

these may still occur, acting to mitigate the impact 
 prepare for crisis events by appropriate planning, training and 

education 
 respond with a rapid, organised and effective implementation of 

actions and mobilisation of resources 
 facilitate recovery by recognising that this is founded within the 

Planning, Preparation and Response elements (as described in the 
previous 3 bullet points ) and by providing appropriate levels of 
support school community 

 
4. Establishing an effective Crisis Management Plan requires a whole 

of school community approach that is consistent with the Catholic 
Education Commission of Western Australian’s Pastoral Care  

http://docs.education.gov.au/system/files/doc/other/national_safe_schools_framework.pdf
http://docs.education.gov.au/system/files/doc/other/national_safe_schools_framework.pdf


 

 

 
 
 

 
 

 
 
 

5. Framework, the school’s Pastoral Care practices and the school’s 
plans for more routine kinds of emergencies such as fire 
evacuation. 

6. Particular kinds of events such as suicide require an approach that 
is different to that needed in other kinds of death. It is important in 
responding to a suicide that actions do not increase the risk of 
imitative behaviour. Appropriate actions can reduce risk and have 
a protective influence.  

7. Both the involvement and agreement of bereaved parents/ 
caregivers and family are particularly important when putting in 
place support and recovery processes within the school. 

 

 

5.13   Registration Standard regarding the Management, Recording and 
Reporting of Critical and Emergency Incidents in Schools.  

A crucial requirement for meeting this standard is that ‘the Director General of 
the Department of Education Service (DES) is notified of any critical and /or 
emergency school incidents as soon as practicable and, in any event, within 48 
hours of the incident’. 

For Catholic Education Western Australia (CEWA) schools, all notifications to the 
Director General of DES are to be made by the Executive Director, CEWA. 
Principals are required to fill out a Critical and Emergency Incident report form 
and email it to the ecr@cewa.edu.au or their schools’ Employment and 
Community Relations Consultant. 

The Department of Education Services recently changed the Critical and 
Emergency Incident report form. The new form is available here. The new form 
has new headings and requests additional information that the original form did 
not.  

Importantly, the first part of the new form (Appendix 1) requires you to identify 
the type of incident, from one or more of the following categories: 

 Death, or life-threatening injury, of a student or staff member at school, or 
following an incident that occurred at the school or through a related 
school-based activity or circumstance; 

 Circumstances that pose a critical risk to the health, safety or wellbeing of 
one or more students or staff; 

mailto:ecr@cewa.edu.au


 

 

 
 
 
 
 
 
 
 
 

 Receipt of an allegation of child abuse, including but not limited to sexual 
abuse, against a student by a staff member or student or other person, 
whether the abuse is alleged to have occurred recently or in the past; 

 Issuing a formal warning to a staff member or ceasing the employment of a 
staff member for a breach of the Staff Code of Conduct suspected to be 
grooming behavior; 

 Incidents requiring school closure, lockdown, or reduction of number of 
students or staff attending. 
 

If your potential Critical and Emergency Incident does not fall within one of the 
five categories you may not need to report it. 

If you are unsure of the process or have any questions contact your Employment 
and Community Relation Consultant for advice. 

. 5.14  Schools shall strive to maintain normal functioning during crisis 
situations.  
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AIMS ST LUKE’S  CATHOLIC PRIMARY SCHOOL  

 

 To establish a comprehensive and integrated Crisis Management 
Plan and ensure that this is communicated to the whole staff. 

 

 To ensure that there are appropriate organisational procedures to 
allow prompt and effective response to a crisis situation. 

 

 To establish and maintain liaison with appropriate community 
organisations (e.g.: police, fire, ambulance, hospitals, S.E.S., C.E.O. - 
counselling) that may be involved in responding to crisis 
situations. 

 

 To ensure that all staff receive comprehensive training in order to 
fulfil a variety of roles in implementing the crisis management plan 
in a crisis situation. To ensure that all students, staff and families 
have appropriate support, counselling and debriefing programs 
available to them, should a crisis situation occur. 



 

 

 
 
 
 
 
 
 
 

 
To ensure that the Crisis Management Plan is evaluated and 
incorporated into the school’s regular policy review process and 
that periodic review of staff preparedness and induction of new 
staff takes place. 

 

CRISIS RESPONSE TEAM RESPONSIBILITIES 

 
The Crisis Response Team (CRT) is responsible for: 

 The implementation of all procedures within the school to a crisis 
involving a student or other members of the school community. 

 CRT is responsible for coordination of and liaison with all outside 
agencies eg. Police, Non-Government School Psychology Services, Catholic 
Education Office, FESA, SES. 

 Media Liaison – The Principal alone has the responsibility of liaising with 
the media. 

A trauma has an effect on the whole school community. The focus of this 
document is to help the school community deal with the trauma, assign quite 
clearly various roles and responsibilities and assist the school to function and 
return to ‘normality’ as soon as possible. 

Purpose: 

 A return to normality within the school 
 To enable the collective process of grieving by staff and students 
 To enable students to achieve a better understanding of traumas in a 

supportive and controlled environment. 
 The Parish priest is informed. 

 

Guidelines: 

Guidelines for action to be taken when news of a tragic or traumatic event 
occurring to a member of the school community is received. 

1. Staff member receiving the news immediately contacts the Principal or, if 
unavailable, another member of the CRT.  

2. The CRT meets as soon as possible (that same evening or the next morning  



 

 

 

 

 

 

 

before school) to allocate tasks for each member and decide on the action to be 
taken by the School. 

 

Areas to be considered: 

o Liaison with parents and family 
o Appropriate manner of contact with the affected family 
o Identifying those members of the school community most closely 

involved. 
o Arrangements for informing appropriate staff and students and other 

organisations associated with the school. 
o The Principal will disseminate information to staff, students and parents. 
o The Principal should convene a special staff meeting at the earliest 

possible time. 
o The Principal will provide guidelines about handling student reactions 

and the referral of distressed members of the School. 
o The Response Group will reconvene on the same day to consider two 

main items. The on-going support for the affected members of the 
Padbury Catholic Primary School Community and any further 
arrangements considered necessary for the upcoming weeks. 

 

o The Principal or designated member of the CRT will keep all staff fully 
informed of further arrangements. 

 

o Follow – Up. The Principal should conduct a one week follow-up and then 
one month follow-up meeting with the CRT to ensure all actions have 
been followed and to provide additional support and assistance to any 
member in need. 

 

o  Review the Response Plan. 
 

 

 



 

 

 

 

 

 

 

 

 
 
 
 
Principal: Andrew Kelly 
 
Assistant Principal: Maura Killalea 
 
Senior Teachers 
 
 
Principal – Team Leader Tasks: 
 

 Brief staff 
 

 Provide pastoral support for staff/children/community 
 

 Update staff (continued) 
 

 Liaise with families / parish priest / CEO 
 

 Liaise with media 
 

 Liaise closely and brief CRT as to what information is to be passed on 
 

 Contact Catholic Church Insurances 
 

 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
Assistant Principal and Senior Teachers 
 

 Contact Relief Teacher for CRT members’ classrooms. 
 

 Setup support centre in Library  
 

 Brief Administration Staff on ways of handling information over the 
phone and face to face (as per Principal’s instructions) 

 
 Document information for staff. 

 
 Document information for parents and students. 

 
 Liaise with School Psychologists to organise any necessary counselling 

sessions for children, staff and affected community members. 
 

 Monitor staff / student reactions. 
 

 Provide pastoral support for staff. 
 

 Provide relief teachers if necessary. 
 

 Document and provide ongoing information to parents and staff if 
required. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 

Evacuation Procedures 

Fire/Bomb  Threat / Spillage / Earthquake / Threatening Person 
 

FOLLOW THE EVACUATION PROCEDURE 
On the sound of a long continuous bell/siren – Walk to the oval 
Short blasts – Walk  to the carpark 
 
CONTROLLER 
Principal 
 
EMERGENCY CONTROL POST 
Administration Block 
 
ASSEMBLY POINTS – SAFE ZONE 
 

BUSHFIRE Assemble in the carpark outside 
Administration Block or the school 
oval. 

ELECTRICAL Assemble on the oval to await further 
instructions 

BOMB THREAT/SPILLAGE Assemble on oval  
SEVERE HAILSTORM Stay inside classrooms and take cover 

under desks 
EARTHQUAKE Stay inside classrooms and take cover 

under desks 
THREATENING PERSON / EXTERNAL 
THREAT 

LOCK DOWN! LOCK DOWN! 
This means all students and staff are 
to be secured inside. 

 
Reminder – Walk, don’t run, don’t shout, keep moving to emergency spots. 
Under no circumstances should students re-enter the building or leave the 
school grounds. 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
CLASS TEACHERS 

 Your number one priority must always be the students in your care 
 Hats, bags, personal items etc, must not be taken 
 Close and Lock all classroom / building doors as you leave 
 Bring your Device with you to check attendance using Seqta 
 Check all students are present by calling your class names 
 Notify the controller that all students are present or if a student is missing 
 The controller will have a class list of all year levels in case children are 

not in their classrooms, so that names can be ticked off. 
 After the ‘ALL CLEAR’ is given, staff and students return to their 

classrooms or as directed by the Principal or Controller. 
 
OTHER AREAS OF RESPONSIBILITY 
 
 

Controller – Principal / Delegate 
 Take class lists & a whistle 
 Notify staff, parents, CEO if 

required 
 Mobile Phone 

Admin Team – Front Desk 
 First Aid Kit 
 Check Sick bay, staffroom, 

workroom, toilets  
 Take Relief Book 
 Take Visitors Register 
 Seqta Emergency List 
 Hard Copy of Family Details 

Bursar 
 Phone EMERGENCY services as 

required 
 Current Staff List My HR 

 

Grounds Person 
 Main gates ( to be locked if the 

safe zone is the Administration 
Block) 

 Electricity / water / gas / 
mains 

 Undercover Area 
 
Ensure that you know the whereabouts of your ‘emergency buddy’. 

 Library / Music / G&T 
 IT / Groundsperson 
 Enrichment / Administration / Bursar 
 Year Groups are each other’s buddies 

 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 

Years 1/2 Toilet Block Class Teacher’s and EA’s to check 
Years  3/4/5/6 Toilet 
Block 

Boys toilet Room – Year 5W 

 Girls toilet/disabled 
toilet 

Room – Year 3W 

TSH  Check toilets nearby  
   
Sports Office TSH to check TSH to check 
Learning Hub & 
Library 

Librarian & Italian 
Teacher 

Room - library 

Storerooms All storerooms to be checked as staff walk past 

 
In the event of a teacher having duties other than teaching (DOTT), or the 
teacher is absent, the specialist or relief teacher will stay with the class and take 
the place of the class teacher. EA’s and teacher’s who are on DOTT will need to 
report to the Administration Team. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
The St Luke’s Catholic Evacuation Procedures pages will be laminated and 
placed in each classroom. They will be updated yearly (February). 
 
 
 
 
 
 

ASSEMBLY AREA 
 

 The assembly point is the school oval or the top staff carpark facing 
Duffy Terrace.  Students shall assemble in their classes with the class 
teacher and then stay there until further directed. 

 
 Each class shall sit on the grassed area / or stand in the carpark area 

while the teacher will marks the class list. The class teacher will then 
report to the Principal and Assistant Principal that all students are 
present or missing. 

 
 The Admin Front Desk team will check off all staff – teaching and non 

teaching, clerical, EA’s, maintenance, library and report to Assistant 
Principal with list of missing staff. This includes visitors at the 
school.  

 
 All staff not responsible for a classroom, MUST report and assemble 

with the admin front desk staff, to the Bursar. 
 

 The AP and Bursar will then report to the Principal that buildings 
are evacuated. 

 
 The AP responsible for attendance shall check all names of those 

missing from assembly point against: 
 

1. absentee list provided by office 
2. those on excursion / out of school 

 
 It is the responsibility of every person to familiarise themselves with 

evacuation instructions for the room/ area they are in at the time. 



 

 

 
 
 
 
 
 

 All bags/equipment to be left behind. 
 

 Follow Evacuation Procedure in each room. (Situated next to the 
front doors of the classroom) 

 
 Fire Equipment  

 
Listed on the Evacuation Map 
 
 

LOCKDOWN PROCEDURE 
 

Purpose of the Policy 
ST Luke’s Catholic is implementing this policy to ensure that students and staff 
are safe in situations where there is a hazard in the school grounds or outside 
the school that requires students and staff to be locked within buildings for their 
own safety. 
 
Scope 
This policy applies to employees, volunteers, parents/carers/students, and 
people visiting the school site. It covers the procedures and personnel 
responsibilities when the school is required to go into lockdown.  
 
Responsibility 
Principal 
 
Policy 
The lockdown policy applies when student and staff need to be locked within 
buildings for their own safety. This will usually occur if there is a dangerous 
intruder on school grounds, but may also occur in some circumstances in the 
event of a hazardous situation such as a chemical spill or fire, which makes it 
dangerous for students, staff and visitors to be outside. Copies of the policy will 
be placed on the School Website. 
 
Procedure 
Upon recognising that a situation calls for lockdown, the Principal or Assistant 
Principal locks the office (closes blinds, and windows), calls for lockdown and 
rings Police (000); they are alerted to the emergency. They then assume 
lockdown position themselves in the office while maintaining phone contact with 
police. When police arrive they will make contact with the principal or 
authorised person when the threat has been averted. Upon this, the all clear is to 
be sounded. 
 



 

 

 
 
 
 
 
 
 
Lockdown Procedures 
 

FRONT ADMINISTRATION 
 

1. In the event of a building lockdown, it is mandatory that all 
students and adults remain in the classroom. Students and 
adults who are outside but near buildings are to move into the 
closest occupied classroom.  

 
2. Commence Lockdown immediately. 

 
3. Call emergency services 000. Remain on the phone and follow 

their instructions. 
 

4. Contact CEO for additional instructions and information. 
 

5. Close all windows and blinds. Lock all doors. Move to a safe 
place in the classroom away from doors and windows. DO NOT 
allow students to be unattended at any time.  

 
6. Do not allow any unauthorised person into the building. 

Always request for picture identification. If the person is 
authorized for entrance escort them into the main office only. 

 
 
 

TEACHERS IN CLASSROOMS 
 
 

 
1. Staff who are not teaching at the start of the lockdown should go to 

the nearest classroom. Staff, should check outside areas for students 
and direct them to the nearest classroom, and invite in known visitors. 
If children, a class or an adult is caught outside a classroom when the 
alarm is sounded  they must immediately get in the closest room / 
building they can before that room is locked down and join whoever is 
in that room.  

 
2. Class Rolls need to be taken and emails to be sent to the Principal for 

those children who are unaccounted for. The phone can also be used 
to communicate with the front administration. 

 



 

 

 
 
 
 
 
 
 
 
 
 
 

3. Any staff and students on the oval, need to approach the nearest 
building and copy as best as they can the procedure outlined for 
classrooms. 

 
4. Close blinds in rooms, if available. Lock the doors. Position students in 

a corner of the room away from glass windows. 
 

5. Insist that students and staff remain quiet. Do not allow students to be 
unattended at any time. 

 
6. NO ONE is to answer the door under any circumstances. 

 
7. Remain in this position until the ‘all clear’ is announced.  

 
8. After the all clear is sounded the principal can authorize the 

contacting of parents. 
 

9. If news media is present, immediately notify the Principal. No one 
other than the principal is to speak with the media.  

 
 

 
 


