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VISION STATEMENT 
Geraldton Grammar School will provide outstanding education and a strong sense of 

community, cultivating people of integrity, independence of mind and a love of learning. 
 

VALUES 
|   Respect     |     Responsibility     |     Inclusivity     |     Perseverance   | 

 

Policy 
This policy outlines the Geraldton Grammar School policy on the management of 
an emergency occurring at the school. 

Scope and 
application 

Policy applies to all employees of Geraldton Grammar School 

Related 
legislation 

and 
guidelines 

School Education Act 1999, s159(1)(i), School Education Regulations 2000, 
Disability Discrimination Act 1992, Occupation Safety and Health Act 1984, 
Occupational Safety and Health Regulations 1996, Privacy Act 1988 

Related 
Policies 

Bomb Threat, Emergency/Evacuation Procedure, Crisis Response, Bushfire, 
Lockdown and Critical incidents 

Evaluation Annual 

 
 

Date 
Action 

(issue, reissue, amendment, replacement of pages, etc) 

 
Initials 

9/5/02 Amended SSW 

5/2/09 Amended (logo) SSW 

31/3/10 Revised SSW,SPN 

25/3/13 Revised/Crest JRE/SPN 

21/5/16 Amended – SLT replaces Assigned member of SLT, Addition 
of DES Critical Incident Form & contacting the Chair of the 
Board of Governors 

NJE 

20/03/17 Revised and amended to include reference to “lockdown” DLE 

21/03/18 Rewritten to include Evacuation and Lockdown procedures DLE 

04/02/19 Revised and amended DLE 

18/02/21 Revised and Amended  

20/01/22 Updated Evacuation and Lockdown procedures APE 

22/02/23 Updated Evacuation and Lockdown procedures DLE 
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EMERGENCY MANAGEMENT POLICY 
 

Policy 
Geraldton Grammar School aims to prevent and mitigate any emergency situation 
that would impact the students, staff and broader school community. The Principal 
is responsible for instituting measures to prepare the school for site-related 
emergencies and/or evacuations to ensure that trauma and distress to students 
and staff and damage to property are minimised. 
 
Many emergencies can be prevented through comprehensive policies that are 
informed by careful risk management processes. Education of the students and 
staff is essential to mitigate the risk of emergencies occurring and limiting the 
impact should they occur. 
 
Geraldton Grammar School has a clearly defined risk management system and 
set of procedures should an emergency occur. 
 
DEFINITIONS 
 
Emergency 
An event, actual or imminent, which: 

• occurs on or off-site; 
• endangers or threatens to endanger life, property or the environment; and 
• requires a significant and coordinated response. 

Examples of emergencies are: electrical or water supply failure, bomb threat, fire 
and intrusion. 
 
Emergency Management Plan 
Formal documentation of assigned responsibilities and procedures required in the 
event of an emergency will include implementation of an evacuation, lockdown or 
the critical incident procedures. 
 
Critical Incident 
An incident in which there is a high likelihood of traumatic effects. A critical incident 
evokes unusual or unexpectedly strong emotional reactions, which have the 
potential to interfere with the ability of the individual, group or system to function 
either at the time or later (e.g. on site accident causing death or serious injury and 
suicide). 
 
Crisis Management and Emergency Management team 
The group of people set aside to deal with a particular crisis or all crises. It would 
usually include senior leadership and Chair of Board. At Geraldton Grammar School 
this will be the members of the Senior Leadership Team (SLT), Student Wellbeing 
Officer and any other staff as required. 
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PROCEDURES 
 
Developing a Comprehensive Approach. 
The development of emergency arrangements related to prevention, 
preparedness, response and recovery (PPRR). PPRR are aspects of emergency 
management. The initial threat will be assessed and may constitute one of the 
following and required actions. 
 

 Implementation of an evacuation procedure. 

 Implementation of a lock down procedure. 

 Implementation of the bush fire policy and procedure. 

 Implementation of a bomb threat procedure. 

 Crisis management and critical incident Procedure. 

 Hot weather policy. 
 
The elements of Effective Emergency Management 

1. The Principal/delegated member of SLT will provide the leadership 
throughout the management of the emergency. 

2. The Principal/assigned member of SLT will be the Incident Manager 
throughout the emergency, unless he/she decides to assign another person 
as Incident Manager because of the nature of the incident or the expertise 
of the individual. 

3. The Deputy Principal or Business Manager will be charged with the 
responsibility of Evacuation or Lockdown procedures. 

4. All members of the SLT and school leaders or their second in command 
(2IC) will be charged with responsibilities throughout the procedures. 

5. The Principal or the delegated member of SLT is charged with all external 
communication. 

6. All procedures are developed in conjunction with external agencies. 
7. Provision has been made to include all members of the school community. 
8. All emergency procedures will be communicated to staff, students and 

visitors to the school. 
 
 
 

 
Emergency Management follows a clear sequence that can be seen overleaf. 
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Risk 
Assessment 

Prevention Preparedness Response Recovery 

Identify Risks 

Analyse Risks 

Evaluate Risks 

Treat Risks 

Test and 
modify the 

Plan 

Develop a 
prevention 

plan to reduce 
or eliminate 
the risk of 

emergencies 
occurring 

Develop an 
Emergency 

Management 
Plan, including 
responding to 
specific high 

risk 

emergencies 

Ensure that 
plan is known 
to all staff and 

evacuation 
procedures 

clearly 
displayed 

Assign roles 
and train all 

key staff 

Initiate 
Emergency 
Response 

Procedures in 
line with the 

Plan 

Return to 
normal 

operations as 
soon as 

possible 

Implement 
strategies to 

manage needs 
of those 

affected 

Assess the 

situation 

 

Critical & Emergency Management 

Evacuate and 
account for all 

school 
personnel 

Inform relevant 
emergency  

Advise parents 
and handle 

media 

Review and 
update 

Emergency 
Management 

Plan 
Inform Chair of 

Board of 

Governors 
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Prevention and Risk Minimisation 
Risk Assessment: 
The Principal/delegated member of SLT must: 

 identify on-site and off-site situations that have the potential to become 
emergencies or critical incidents affecting the site’s operations; 

 determine, with other agencies potential risks associated with particular 
situations; and 

 use Risk Management practice to assess the potential risks and develop 
mitigation strategies. 

The Principal/delegated member of SLT will implement strategies to eliminate or 
reduce the likelihood of the occurrence of emergencies or critical incidents. 
Principal/delegated member of SLT will: 

 assign responsibility for the regular testing of evacuation and in-built alarm 
systems; 

 provide signs to indicate inherent hazards and exits where appropriate; 

 raise awareness of students and staff to potential risks and ‘triggers’ of 
emergencies or critical incidents; 

 consult with other agencies to assist identification of preventable risks; 

 establish strategies for securing property and equipment, including critical 
documents and information; 

 raise awareness of students and staff to indicators of potential social and 
psychological health difficulties in themselves and others; and 

 provide First Aid Training to staff (e.g. CPR (cardiopulmonary resuscitation) 
and EAR (expired air resuscitation). 

 
Emergency Management Plan: 
The Principal/delegated member of SLT will ensure that an Emergency 
Management Plan is developed for the school/site and is based on consideration 
of: 

 Management of foreseeable risk; and 

 All Hazards Approach to Emergency Management; 
 

The Emergency Management Plan includes: 

 an overall strategy for the management of emergencies and critical 
incidents in the best interest of the students; 

 specific strategies for the management of certain high-risk emergencies or 
critical incidents identified as relevant to the site (e.g. bush-fires and 
cyclones); 

 an evacuation plan which: 
- is tested and reviewed at least annually; 
- caters for the movement of personnel from both buildings and grounds; 
- includes strategically located building/site plans which highlight: 

* the Evacuation Assembly Area; 
* classroom/building location (you are here); 
* procedure for evacuation; 
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 a lockdown management plan which: 
- outlines procedures in the event of lockdown; 
- caters for the movement of all personnel, including visitors to the school, 

into an appropriate area out of harm’s way and into “lockdown”. 

 detailed roles and responsibilities of staff with respect to: 
- security; 
- communication;. 
- evacuation control; and 
- in the case of school sites, parent notification and collection of students; 

 clear identification and assignment of the roles and responsibilities of staff, 
including the delegation of specific roles and responsibilities that account 
for the absence of the Principal/delegated member of SLT or other key staff; 

 a list of current emergency contact telephone numbers for use in the event 
of an emergency situation or critical incident (e.g. hazard management and 
support agencies like the WA Police Service, Fire and Emergency Services 
Authority (FESA), the Department for Community Development and 
Department of Health; and parents, in the case of schools); 

 appropriate provision for people with special needs or disabilities; 

 details of communication strategies and warning systems to be used in 
specific incidents (e.g. use of mobile phones, public address system, 
Standard Emergency Warning Signal (SEWS), evacuation tones); and 

 specific strategies to reduce the potential for suicidal behaviour. 
 
Communication and Training: 
The Principal/delegated member of SLT will ensure that the Emergency 
Management Plan of the school/site is: 

 communicated to all staff; 

 publicly accessible for both inspection and use in the event of an emergency 
or critical incident; 

 reviewed and tested (e.g. evacuation drill) on an annual basis and after an 
emergency or critical incident; 

 implemented by staff trained for their roles in managing emergency 
situations (e.g. participation in drills such as role plays or written scenarios); 

 developed in consideration of the services provided by other agencies. 

 communicated to the Chair of the Board of Governors 

 communicated to the Director General via Reportable Incident Notification 
Form (if required). 
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Recovery 
The Incident Manager, together with the Principal/delegated member of SLT will 
decide when the emergency and/or critical incident is over. 
The Principal/delegated member of SLT will: 

 take appropriate actions to return the site infrastructure to normal; 

 develop and implement medium to long term strategies to identify and 
manage the ongoing social and psychological needs, and (in the case of 
students) the educational needs of those affected;  

 and modify specific procedures of the Plan as determined by the operational 
debriefing. 

 
 
Appendices 
 

1. Emergency and crisis flow chart. 
2. Evacuation procedures. 
3. Lockdown procedures. 
4. Contact details for key management agencies. 
5. Contacts for key emergency agents at the school. 
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Appendix 1 
 

Emergency and Crisis Management Flow Chart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Risk Assessment and Policy Development 

Prepare and Prevent 

Emergency Declared 

1st Response 
e.g. Evacuation 

Lockdown 

Call emergency services 

Management Team activated 

Emergency resolved Crisis looming 

Emergency Management Incident Manager Informed 

Crisis declared 
No Crisis declared 

 

Emergency Management Team 
(ERT) meet and plan response 

Activated 

Prepared Emergency Management 
Plan response initiated (Chair of Board 
of Governors and the Director General 

notified within 48 hours of the event) 

Emergency recovery team activated 

Review of preparation and 

response 

Crisis resolved 
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Appendix 2 
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Appendix 3  
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Appendix 4 
 
Emergency contact list 

 
 

 
 
 
 
 
  

Group Phone Number 

WA Police 

Life-threatening or time critical emergency 000 

Non-life threatening incident requiring Police 
response 

131 444 

Local Police Station 9923 4555 

Ambulance 000 

Ambulance local  9964 5222 

Fire and Emergency Services Authority 000 

Fire service local 9921 2222 

State Emergency Service 132 500 

Hospital - Geraldton Regional Hospital 9956 2222 

Hospital - St John of God 9921 1233 

Poisons Information Centre 131 126 

Gas (regional schools need to check for local number) 131 352 

Electricity (regional schools need to check for local number) 131 351 

Water Corporation (regional schools need to check for local 
number) 

131 375 

Health Direct 1800 022 222 

Local Government (City of Greater Geraldton) 9956 6600 

Pollution Watch 1300 784 780 



Emergency Management Policy 

Appendix 5 
 
Emergency response team phone numbers and contacts. 
 
 
 

Team Members Name Work Phone Mobile 

Incident Manager/Principal 
Mrs Neesha 
Flint 

9965 7802 0430 430 841 

Evacuation and Lock down 
Coordinator 

Amy Price 9965 7814 0415 394 837 

Student Wellbeing Officer 
Mrs Lara 
Watson 

99657808 n/a 

Security and Access 
Mr Craig 
Jerrard 

9965 7804 0447 657 804 

Primary Coordinator 
Mrs Berrice 
Lodge 

9965 7805 0429 382 398 

Work Health and Safety Officer Mr Mike Bibrlik 9965 7825 n/a 

Front office 

Sandra 
Paradella 
Jamie 
Williamson 

9965 7800 n/a 


