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Document Information 
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1. Overview 

1.1. This procedure provides ACT public schools with procedures to implement their 
mandatory reporting requirements under the Directorate’s Incident and Emergency 
Management Framework and Policy.  

2. Rationale 

2.1. The purpose and intended outcome of efficient and accurate reporting is to ensure the 
legislative and duty of care obligations of principals, and other Directorate staff, are met 
and to ensure the effective resolution of any identified gaps or issues in providing safe 
work and learning environments. 

3. Procedures 

Identifying an Incident and Immediate Response 

3.1. The immediate safety of students, staff and the school community is paramount. The 
following immediate actions may be required by the circumstances: 

• remove students and staff from imminent danger   
• provide first aid in line with the Directorate’s First Aid Policy and Procedures 
• contact emergency services on 000 
• enact the Directorate’s Emergency Management Plan and the school’s (or site’s) 

Emergency Response Procedures 
• capture and preserve evidence 
• contact nominated emergency contacts as soon as practicable 

Incidents That Must Be Reported 

3.2. Schools must report all incidents, accidents or near misses in the  Student Administration 
System (SAS), when students are impacted, and in the ACT Public Service Safety Portal, 
when staff are impacted. School Operations will not report on behalf of the school, or the 
person affected.  

3.3. Schools are also required to report immediately to the Directorate’s School Operations 
Team when any incident occurs that results in serious harm or injury or puts the safety of 
students, staff, or visitors at significant risk, or poses a real threat to property or the 
school environment. These incidents are outlined in the Incidents Reportable to School 
Operations Guide (internal access). 

How to Report Incidents at the School Level 

3.4. Schools must report any incidents, accidents or near misses in accordance with the 
Incident Management Flow Chart (internal access).  
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3.5. Incident reporting occurs at various levels within the Directorate, first at the school/site 
where the incident occurs and then to the Education Support Office where required. 

3.6. At the school level, staff are responsible for verbally reporting all incidents, accidents and 
near miss events to their supervisor or principal immediately after becoming aware of the 
incident or as soon as possible after the event, but no later than the end of the day. All 
incidents, accidents and near misses must be formally recorded (in writing by the person 
affected) in the appropriate reporting system as per 3.2. Only when the person affected is 
unable to report, a delegate such as a witness or immediate supervisor, may report on 
behalf of the affected person. The record is to contain accurate and concise details of the 
incident and avoid the use of emotive language. 

3.7. All student incidents, accidents and near misses must be reported in the School 
Administration System (SAS) as soon as practicable and, where possible, on the same day 
the incident occurs.  

3.8. All staff workplace incidents, accidents and near misses must be reported into the Whole 
of Government work incident reporting system. A report can be made by an employee on 
behalf of someone else. Incidents must be reported in the system no later than the next 
business day after the incident or near miss event occurs. If any further details of the 
incident come to light, they should be added to the incident report. 

3.9. Where all incidents are reportable to the School Operations Team (refer s3.11), schools 
should obtain witness statements from any person, including a student, who has direct 
knowledge of the incident. Where there are large numbers of witnesses to an event, 
witness statements may be obtained from a representative sample of witnesses with the 
names and contact details of remaining witnesses recorded. (See 5.2 for information 
privacy requirements that must be followed.) 

3.10. Review of incidents, accidents and near miss reports must be undertaken by a school or 
service provider as soon as possible but no later than 48 hours from the report being 
made, including verification of the accuracy of the incident record by consulting with 
involved persons (e.g. the injured or affected employee, health and safety 
representative or supervisor) and clarify details if required. The reviewer’s role is to 
identify incident cause/s (hazards identified) and record these details. Supervisors 
should monitor the wellbeing of those impacted and ensure supports are in place. 
Reviewing the incident and incident response is important for continually improving 
systems and processes. 

Reporting Incidents to the Education Support Office (ESO) 

3.11. If the incident is listed in the Incidents Reportable to School Operations Guide (internal 
access), a report must also be made to ESO through the School Operations Team on the 
same day as the incident via the school incident form, (02) 6205 3313 or by sending an 
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email (subject: Incident) to SchoolOperations@act.gov.au. These incident reports are 
official reports that must be factual, comprehensive, and include the following 
information: 

• name of school 
• name of student/staff/visitor involved and nature of incident and information 

leading up to the event (reference numbers issued by reporting systems, refer 3.6) 
• whether the student is an overseas student 
• current status of incident, including updated information regarding people who 

have been injured and what actions have been taken already, such as suspensions, 
other reporting, transport to hospital, and staff debrief; and 

• what actions will be taken to follow-up on the incident. 

3.12. If the principal is unsure whether the incident should be reported to School Operations, 
they should err on the side of caution and report it as per 3.2. 

3.13. Any incident involving international students, during and outside of school hours, must 
be reported to School Operations for further action. School Operations will work with 
the Directorate’s International Education Unit to facilitate contact with the student’s 
next of kin/significant others and determine the support to be offered to the student. 

3.14. An incident report submitted by a work experience provider for a work experience 
student is to be reported to ESO and managed under these procedures. 

3.15. School Operations will categorise and triage incidents in accordance with the Incident 
Management Flow Chart (internal access). 

3.16. Following receipt of the report, the School Operations Team will contact the school and 
determine relevant reporting requirements, follow-up actions, and support. Follow-up 
actions for the school include calling the impacted student’s emergency contact within 
24 hours of the incident occurring to ensure wellbeing. 

3.17. For notifiable incidents (see 3.20), or as advised by the School Operations Team, the 
principal and staff should ensure that the scene of an incident remains complete and 
undisturbed once immediate risks have been controlled. The Work Health and Safety 
Act 2011 states that the site, or anything associated with the incident must not be 
disturbed prior to WorkSafe ACT and/or police examining the scene. For further advice, 
refer to the Work Health Safety and Wellbeing Policy. 

3.18. Should principals have concerns about the actions of staff conduct of staff, they must 
fulfil their obligations as reporters and report in line with the Working with Vulnerable 
People (Background Checking) Act 2011. 
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External Report of a School or Student Related Incident 

3.19. There may be occasions where an incident at a school or about a school or student is 
reported by an external party to the Directorate. In these circumstances, School 
Operations must be notified, and the reporting party must follow their own procedures 
for managing the incident.  

ESO Response and Support 

3.20. When an incident is triaged as a level 3 incident, the School Operations Team will 
activate an Incident Management Stand Up to support the school in the ongoing 
management of the incident and coordinate ongoing support and follow-up actions. An 
Incident Stand Up Checklist is completed by School Operations and provided to 
principals for awareness. 

3.21. If an incident reported to School Operations is identified as a Notifiable Incident under 
the Work Health and Safety Act 2011, the Directorate’s Workplace Health and Safety 
team will be notified by School Operations to ensure relevant WorkSafe ACT 
notifications are made. 

3.22. Where an incident is preschool-related, School Operations will report it to the ACT 
Regulatory Authority, Children’s Education and Care Assurance (CECA) as required under 
the Education and Care Services National Regulations. Further information is in the 
Preschool Incident, Injury, Trauma and Illness Records Information Sheet. 

3.23. Some incidents may require further assessment. Should schools wish to instigate their 
own post incident investigation they are encouraged to liaise with the Directorate’s Risk, 
Security and Emergency Management and Work Health and Safety (WHS) teams for 
guidance. The school’s health and safety representative (HSR) should be invited to 
participate in this process under the guidance of the relevant lead area. 

3.24. In an incident where a restrictive practice has, or may have been used, schools are 
required to detail the incident in the student administration system. The Restrictive 
Practice team will assess the incident for reporting to the Office of the Senior 
Practitioner.  

WorkSafe ACT 

3.25. It should be noted that WorkSafe ACT WHS inspectors may visit schools unannounced, 
including in response to a concern, or in response to a health and safety incident or 
injury. Under the Work Health and Safety Act 2011, WorkSafe ACT WHS inspectors have 
powers to enter schools to conduct inspections or investigations into incidents or 
reports of unsafe or dangerous work practices. WorkSafe WHS inspector powers are 
outlined in the WorkSafe ACT Work Health and Safety Inspections Fact Sheet. 
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3.26. WorkSafe ACT WHS inspectors have powers to inspect the scene and examine evidence, 
including documents, at the school. Schools must comply in handing over documents, 
which can include, for example, training records, employment records, operator 
manuals, and inspection reports; Photocopies rather than original hardcopies should be 
provided. Schools must report all visits by WorkSafe ACT to the School Operations Team 
on (02) 6205 3313 or at SchoolOperations@act.gov.au. School Operations can arrange 
for a WHS representative to attend. 

Ongoing Support and Recovery 

3.27. Following an incident, recovery processes overseen by the principal/ School Operations, 
as required, must be implemented and monitored to facilitate a return to the normal 
daily routine of the school as soon as possible and ensure persons involved are well 
supported. The Post-Incident Checklist has been developed for schools to use for this 
purpose. 

3.28. Schools are required to undertake an evaluation of the effectiveness of the incident 
management and recovery processes to reinforce what worked well and to refine and 
improve processes should a similar incident occur in the future.  

3.29. Schools are to review and revise, as appropriate, any school policies and practices or 
other measures that may contribute to reducing the risk of a similar incident occurring 
again or minimising the impact of a similar incident on students and staff. Risk reduction 
actions may include planning, staff training, acquisition of specific safety equipment, 
additional infrastructure, and increasing the safety of the school grounds. A risk 
management approach, in accordance with the Directorate’s Risk Management 
Framework, should be taken as part of this practice. The Risk, Security and Emergency 
Management Team can provide advice and support in relation to risk management and 
effective controls. 

Incident Data Review and Trend Analysis 

3.30. In consultation with their school WHS Committee and/or HSR, schools should: 

• conduct a quarterly analysis of the workplace’s incidents, including student incidents 
recorded in SAS 

• use the findings of the analysis to identify, prioritise and manage risks, and 
• where system-level benefits and hazards/risks are identified, share these with the 

Risk, Security and Emergency Management Team at EDURMA@act.gov.au (with 
SchoolOperations@act.gov.au copied in) to assist with system-/school-level 
solutions. 
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3.31. The School Operations Team reviews and uses incident reporting from schools to 
prepare termly briefs to the Directorate executive and Security and Emergency 
Management Subcommittee on trends, themes and opportunities to improve processes. 

4. Mandatory Training and Induction 

4.1. All school staff are required to undertake mandatory training and induction which 
includes an overview of incident management processes at the Directorate (system) and 
school level.  

4.2. Schools are to ensure workplace (local) induction and training informs staff, contractors 
and others of local incident management processes used to support the implementation 
of this procedure and their site specific Emergency Response Procedure including: 

• verbal reporting of incidents to supervisors 
• not disturbing the scene of a notifiable incident 
• incident classification and recording  
• review of incidents in SAS and the Whole of Government work incident reporting 

system, and 
• investigation and corrective action processes. 

5. Information Privacy, Collection and Access 

5.1. Information about students, staff or other persons who were directly involved in the 
incident may need to be included in incident reports. In these circumstances, all 
Directorate staff have obligations under the Information Privacy Act 2014 and the 
Health Records (Privacy and Access) Act 1997. These Acts protect an individual’s rights in 
relation to the collection, use, storage, and disclosure of personal information and 
personal health information held by government agencies. 

5.2. Anyone providing a witness statement (see 3.9) must be advised of the collection of 
their personal information and/or personal health information and the purposes for 
collecting it. Witnesses must be advised that it is their right to remain anonymous 
and/or not provide information. The person making a statement, and/or Parents/carers 
of a student who made a statement, if the student is under 18 years of age, also have 
the right to request their personal information be deleted at a later time. 

5.3. Requests for copies of incident reports or witness statements must be directed to the 
Directorate’s Information Access team at EducationInfoAccess@act.gov.au.  
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6. Roles and Responsibilities 

6.1. Principal 

6.1.1. The responsibility for managing any incident involving enrolled students and staff 
that occurred on the school site rests with the principal. The principal must take all 
necessary action to ensure staff and students are removed from any imminent or 
potential danger, where possible, to prevent any further injuries or incidents. 

6.1.2. The principal, or staff working on their behalf, must notify School Operations of any 
incident that is considered to meet the reporting thresholds, as soon as possible, by 
the incident form, email or phone. 

6.1.3. The principal is also responsible for implementing the correct reporting procedures 
determined by the nature of the incident, in accordance with the Incidents 
Reportable to School Operations Guide. This includes debriefing individuals 
involved in an incident, managing the recovery and follow-up processes, and 
collecting and filing any relevant material (reports, statements, etc.) pertaining to 
an incident. For student incidents, the principal should also ensure parents/carers 
are informed if their child is negatively impacted by an incident, in line with 
Directorate guidelines and protocols. 

6.1.4. If the incident occurred because of a hazard within the school buildings or grounds, 
or due to the misuse of school resources, the school’s health and safety 
representative (HSR) and the principal or their delegate should investigate the 
scene and ensure any hazard is controlled and procedures for the use of those 
resources revised and communicated, to prevent any further injuries or incidents. 

6.2. School Operations 

6.2.1. School Operations should notify the Minister’s Office, Director-General and Deputy 
Director-General as soon as the team is made aware of the incident, as appropriate 
in accordance with the incident triaging process.  

6.2.2. School Operations will assess the incident against the Incident Stand Up Checklist 
and determine if an Incident Stand Up team is required. School Operations will 
notify the Director-General of any Incident Stand Up required. 

6.2.3. School Operations has a duty of care responsibility to provide as much support and 
assistance to the principal and general school community as required. This includes 
ensuring all persons involved in an incident have been thoroughly debriefed.  

6.2.4. School Operations should coordinate with all other business areas to ensure all 
follow-up documentation is completed.  
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6.2.5. In the event of a significant incident such as a dangerous fire, severe chemical 
hazard, or criminal/terrorist activity for example, School Operations will liaise with 
the Directorate’s Risk and Security Management team to ensure the relevant 
authority responsible for the control of such incidents is informed. 

6.3. All Directorate Staff 

6.3.1. All staff have a duty of care for students and colleagues during the management of 
incidents and following stressful and traumatic incidents. 

6.3.2. The ACT Government Work Rehabilitation Policy sets out that managers and 
supervisors have a responsibility to provide a rapid and appropriate response once 
there is knowledge of any problem or circumstance that may impact upon a 
worker’s physical or psychological wellbeing. 

7. Contact 

7.1. The Executive Branch Manager, Governance is responsible for the Incident and 
Emergency Management policy and this procedure. 

7.2. The Executive Leader, School Operations is responsible for the implementation of this 
procedure. 

7.3.  For incident management support, contact the School Operations Team on (02) 6205 
3313 or email SchoolOperations@act.gov.au. 

7.4. For emergency management support, contact the Risk, Security and Emergency 
Management Team on (02) 6205 9701 or email EDURMA@act.gov.au. 

8. Feedback 

8.1. Any feedback about this procedure, should be raised with Risk, Security and Emergency 
Management (refer to contact information above). 

9. References 

9.1. Definitions 

Term Definition 

Emergency An actual or imminent event that poses an immediate threat to life, property, or 
the environment and requires a significant coordinated response. 

Incident 
An event, occurrence, or set of circumstances managed within established 
frameworks, that have predefined management systems in place and a defined 
end. 
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Term Definition 

Near misses Incidents that could have led to an injury or illness, danger to someone’s health, 
and/or damage to property or the environment. 

Parent A person having parental responsibility for a child or young person under the 
Children and Young People Act 2008, including a carer under that Act. 

9.2. Related Policies and Information  

• ACT Government Work Rehabilitation Policy 
• Directing Unwelcome Visitors from Schools Guide  
• Emergency Management Plan 
• Emergency Response Procedures 
• Factsheet – Reportable Preschool Incidents (Internal Only) 
• First Aid Policy and Procedures 
• Incident and Emergency Management Policy 
• Incident Management Flow Chart (Internal Only) 
• Incidents Reportable to School Operations Guide (Internal Only) 
• Overseas Students: Critical Incident Management Policy and Procedure 
• Privacy Policy 
• Reporting Sexual Assault Incidents Factsheet 
• Risk Management Policy and Framework  
• Safe and Supportive Schools Policy 
• Temporary Closure of Schools Procedure 
• Suspension, Transfer or Exclusion of a Student: ACT Public Schools Policy 
• Work Health and Safety and Wellbeing Policy 
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