
Australian Guild of Music Education  

Critical Incident Policy 

 
Purpose

This policy establishes the approach to managing critical incidents that may impact the 
community or operations at AGME. It is designed to protect the health and safety of AGME’s 
community, and ensure the reputation of AGME is maintained.

Policy principles

This policy reflects AGME’s commitment to staff and students as set out in the AGME Strategic 
Plan and AGME Teaching and Learning Plan. This policy and related procedures are 
underpinned by the following principles:

• AGME aims to protect the health and safety of all staff, students, contractors, 
  volunteers and visitors associated with its higher education operations in the event of a 
  Critical Incident.
• AGME develops and implements systems and processes to support effective and 
  speedy responses to Critical Incidents. This includes:

o Establishing a Critical Incident Management Team (CIMT) to manage 
   responses to Critical Incidents.
o Ensuring business units have appropriate action plans, mitigations and/

    or recovery strategies in place to prepare for potential incidents.
• AGME provides information and training on Critical Incident management for staff with 
   designated responsibilities, and promotes general awareness on Critical Incident 
   management for all staff and students.
• AGME evaluates the effectiveness, adequacy and ongoing suitability of its Critical 
   Incident management. This includes reviewing Critical Incident procedures, and testing 
   the procedures and related protocols.

Scope

This policy applies to all staff, students, contractors, volunteers and visitors associated with the 
operations of AGME. It applies to Critical Incidents that may occur on campus and during 
AGME-related activities off campus. This policy operates alongside AGME’s OHS policy and 
procedures.

Governing authority: Governing Board

Responsible officer: HEEM 

Date of approval: 12th Feb 2018

Date of effect: 12th Feb 2018

Review date August 2020
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Definitions

Incident
A moderate incident that has a localised impact on the AGME higher education community, and 
which may entail some property damage. The incident has largely been contained and is 
unlikely to worsen but still requires response by management under routine procedures. This 
includes completion of an Incident Report Form.

Critical Incident
A major incident or series of events that have the potential to severely damage AGME’s people, 
core operations, environment, its long-term prospects and/or its reputation. It requires a 
significant response and on-going management. It can relate to physical assets and 
infrastructure and/or personal harm to individuals or groups.

Critical Incidents may include, for example:
• Loss of a building (e.g. fire, earthquake)
• A pandemic outbreak
• Bomb threats
• Extreme weather conditions causing closure (e.g. storm and flooding)
• Major demonstration or protest
• ICT / network failure of greater than 3 hours
• Major industrial action, strikes or riots
• Serious accident or injury to an individual
• Serious acts of self-harm
• Sudden or unexpected death or suicide
• Sexual assault
• Assault, robbery, and armed hold-up
• Event or threat that causes or could cause extreme stress
• Kidnapping or attempted kidnapping
• A student under the age of 18 who is missing.

Critical Incident Management Team (CIMT)
A team formed with responsibility for management of the Critical Incident until normal operations 
have resumed. The CIMT is incident-specific and is formed each time a new Critical Incident 
occurs. Membership of the CIMT will vary, depending upon the nature of the Critical Incident. A 
Critical Incident impacting AGME’s higher education operations would typically result in a CIMT 
consisting of the HEEM (who will be the Director of the CIMT) or their nominated delegate, and 
Program Director, with other membership drawn from staff as relevant.

Procedure

The following procedure should be followed in relation to Critical Incidents.

1. Emergency response:

1.1. If an incident occurs and is judged to pose a present or imminent risk to the 
       personal safety, wellbeing or life of a person, then emergency service/s (phone 
       000).
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1.2. Members of the AGME community should take any action within their capacity to 
       evacuate any area affected by an incident (if necessary and safe to do so). Where 
       relevant, they should follow emergency evacuation notices and procedures, and        
       follow instructions from emergency wardens if present. Where staff are present, 
       students should follow their instructions.

2. Escalation procedure

2.1. Any member of the AGME community who identifies a Critical Incident (or potential 
       Critical Incident) should consider the emergency needs of the situation (see above) 
       and as soon as practicable contact the relevant AGME personnel (i.e. HEEM).      
       Students may alert nearby staff in the first instance, who will contact the appropriate 
       personnel.

2.2. The responding personnel will ensure any necessary emergency steps have been 
       taken and alert the HEEM (or their delegate) to a Critical Incident as soon as is 
       practicable. To the extent possible, the report will include the following (this may be 
       verbal and then followed up in writing as soon as possible).

• Time of the incident
• Location of the incident
• Nature of the incident (e.g. threat, accident, assault)
• Names and roles of persons involved, if known
• Any known contact details (e.g. of identifying person, witnesses,
  next of kin, hospital a person has been taken to, the police station
   responding).

2.3. The HEEM will confirm the classification of the incident and where
       appropriate activate the CMIT. The CMIT membership will be determined by the 
       HEEM, taking into account the nature of the incident.

3. Management of a response

3.1. The CIMT will have responsibility for management and coordination of the
       Critical Incident until normal operations have resumed (the recovery
       phase).

3.2. During a Critical Incident, the CIMT will liaise with the team/business unit
       of the organisation impacted by the incident. The CIMT will assist to oversee the 
       implementation of action plans and/or recovery strategies in place.

3.3. The CIMT will take steps to ensure that:
• Injured and/or traumatised staff, students and members of the
  public have been provided with an appropriate emergency
  response;
• Next of kin have been contacted (e.g. for serious injury or fatality);
• On-going support is made available for staff, students and
   members of the public in the event an incident is continuing; and/or
• Clear communications are provided to staff and students.
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3.4. Once the Critical Incident is contained and normal operations have resumed, the CIMT will 
review the Critical Incident including:

• Collecting comprehensive facts about the incident;
• Examining operating systems or procedures that may have impacted
  the incident;
• Determining factors that may have caused or contributed to the
  incident;
• Reviewing work training, and/or safe operating procedures; and
• Documenting and communicating their findings and recommendations
  to relevant personnel.

4. Campus or service closure

4.1. The HEEM (or delegate) may approve a campus closure or service
cessation if this is required for safety reasons. The HEEM will notify the senior leadership group 
and issue a communication to all staff and students.

5. Media

5.1. Other than the HEEM or their delegate, members of the AGME
community must not communicate with the media about a Critical Incident.

6. Records
6.1. A Critical Incidents File is used to record reports on Critical Incidents.

Implementation & Monitoring

The HEEM is responsible for the overall implementation of Critical Incident management at 
AGME. The HEEM or delegate will provide the Higher Education Committee with summary 
information concerning any Critical Incidents.

The Student Administrator will ensure students receive information about this policy and its 
associated procedures and protocols as part of their orientation. The HEEM and Program 
Director will ensure staff members receive information about this policy and its associated 
procedures and protocols as part of induction.

AGME will maintain a contact list of all key services and resources that may be relevant to a 
Critical Incident involving students, including: medical authorities, counselling support, 
interpreters etc.

All business unit managers are responsible for ensuring that action plans and recovery 
strategies are in place for potential Critical Incidents relevant to their functions, as part of 
business planning and risk management at AGME.
Accountability

The AGME Governing Body has responsibility for the approval and oversight of this policy.
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Review Procedures

This policy will be reviewed annually by the AGME Governing Body or as anytime considered 
necessary by the Higher Education Committee or HEEM. Procedures and protocols may be 
tested outside of this review schedule.
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