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1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) is committed to preventing, preparing 
for, responding to, managing and recovering from critical incidents and emergencies in a manner that protects 
students, staff, visitors, contractors, third parties, business operations, records, reputation and regulatory 
compliance. The RTO recognises that a critical incident or emergency may arise on campus, online, in the 
workplace, offshore, in accommodation, during travel, in third-party delivery, or outside Australia where it 
affects an enrolled or prospective student, staff member or core RTO operation. 

 

The RTO will maintain a documented and operationally effective critical incident and emergency management 
framework that includes emergency planning, escalation, role clarity, communication, welfare support, 
recordkeeping, business continuity, post-incident review and continuous improvement. This framework must 
be capable of responding to physical, psychological, health, welfare, security, environmental, cyber and 
reputational events, including events affecting international students and learners under 18 where applicable. 

 

Where urgent action is required, the RTO may take any reasonable and lawful interim step necessary to protect 
life, safety, welfare, property, records, IT systems, student interests, visa-related compliance, or the continuity 
of critical services, whether or not full information is yet available at the time of the decision. 

 

2. Purpose 

• Establish the RTO’s framework for emergency preparedness, critical incident response and post-incident 
recovery; 

• Protect students, staff and others from harm and reduce disruption to training and support services; 
• Define emergency roles, escalation pathways, communication and documentation requirements; 
• Support compliance with WHS, ESOS / National Code and other legal obligations; 
• Ensure age and culturally appropriate support is available, especially for international students and 

vulnerable cohorts; 
• Support business continuity, evidence preservation, learning from incidents and continuous improvement. 

 

3. Scope 

This policy applies to all campuses, offices, classrooms, simulated environments, online delivery 
environments, workplaces, third-party sites, accommodation interfaces, travel activities, events, excursions, 
offshore delivery settings and other locations or circumstances connected with the RTO’s operations or 
students. It applies to incidents occurring during normal operations and outside hours where the incident 
materially affects the RTO or a student’s ability to undertake or complete a course. 

 



 
 

   

 

4. Legislative and Regulatory Context 

The 2025 Standards for RTOs took effect on 1 July 2025 and determine how RTOs must operate to deliver quality 
outcomes. ASQA’s Risk Management Practice Guide expects RTOs to identify and manage risks to students, 
staff and the organisation, and states that providers should be able to demonstrate that they have a business 
continuity plan which is reviewed regularly. It also expects specific attention to risks affecting learners under 18 
where that cohort is delivered to. 

Under Safe Work Australia guidance, every workplace must have an emergency plan that covers how to respond 
effectively to an emergency, evacuation procedures, notification of emergency services, medical treatment and 
help, communication protocols, testing of emergency procedures, and training and instructions for relevant 
workers. Emergency plans must be tailored to the workplace and reviewed to remain effective. 

 

In the National Code of Practice for Providers of Education and Training to Overseas Students 2018, a critical 
incident is defined as a traumatic episode, most commonly a very recent event or situation of unbearable horror 
or distress, including threats to life or safety, with the potential to cause great psychological or emotional 
distress to those who experience or witness it. Standard 6 also requires providers to assist overseas students to 
access age and culturally appropriate support services, provide information about emergency and health 
services, maintain and implement a documented policy and process for managing critical incidents affecting a 
student’s ability to undertake or complete a course, and keep written records of critical incidents and remedial 
action for at least two years after the student ceases to be an accepted student. 

Australian Government guidance for supporting international students through crisis navigation also recognises 
the role of providers and practitioner staff in assisting international students through crises and critical 
incidents. In addition, cyber guidance indicates that cyber incident response should align with incident, 
emergency, crisis and business continuity arrangements where technology disruption is part of the event. 

 

5. Definitions 

• Emergency means an actual or imminent event requiring immediate action to protect life, health, safety, 
property, systems or the environment. 

• Critical incident means a traumatic episode, most commonly a very recent event or situation of unbearable 
horror or distress, and may include threats to life or safety of others, which has the potential to cause great 
psychological or emotional distress to those who experience or witness it. 

• Crisis means a serious event or series of events that materially threatens the RTO’s people, operations, 
reputation or ability to continue critical functions and requires coordinated executive decision-making. 

• Critical Incident Coordinator means the person appointed by the RTO to coordinate response, escalation, 
communication and recordkeeping for a critical incident. 

• Remedial action means any support, intervention, correction, control or recovery action taken by the RTO 
following an incident. 



 
 

   

 

• Business continuity means the RTO’s capability to maintain or restore critical services and operations 
during and after disruption. 

 

6. Types of Incidents Covered 

This policy may apply to, but is not limited to, the following event types: 

• death, serious injury, medical emergency, attempted suicide, self-harm or serious psychological distress; 
• assault, violence, threats, armed confrontation, bomb threat, suspicious package, kidnapping or missing 

person event; 
• fire, explosion, gas leak, hazardous chemical event, electrical incident, structural failure or utility outage; 
• natural disaster, extreme weather, flood, storm, bushfire, heatwave, earthquake or community emergency; 
• serious workplace or work placement incident; 
• serious misconduct, sexual harm, child safety or under-18 welfare incident; 
• infectious disease event or public health emergency; 
• serious cyber incident, ransomware event, data breach or system outage affecting safety, records or 

continuity; 
• critical incident affecting an international student onshore or offshore, including events outside Australia 

where they affect study capacity, safety or welfare; 
• any event the CEO or delegate determines should be managed under this framework because of risk, 

seriousness, or public sensitivity. 

 

7. Policy Principles 

• Life, safety and immediate welfare take priority over operational convenience. 
• Incidents must be escalated promptly and managed proportionately to severity and risk. 
• Responses must be coordinated, documented and role-based. 
• Students must be treated with dignity, cultural sensitivity, privacy awareness and trauma-informed 

judgment where appropriate. 
• Reasonable support must be offered to affected students regardless of mode of study, and additional 

attention must be given to international students, learners under 18 and other vulnerable persons where 
relevant. 

• Emergency planning must be tailored to the workplace, workforce, hazards and delivery environment. 
• Critical incident and emergency management must align with business continuity, privacy, cyber, WHS, 

child safety and communications arrangements. 
• Post-incident review and improvement are mandatory. 

 

 



 
 

   

 

8. Roles and Responsibilities 

• Board / Governing Body: receives reporting on material incidents, serious risks and major remedial actions 
where appropriate. 

• CEO/COO: has overall authority for incident governance, major decisions, external escalation and strategic 
response. 

• Critical Incident Coordinator: coordinates immediate response, records actions, manages internal 
coordination and ensures follow-up. 

• WHS Coordinator / Facilities Lead: manages site safety, evacuation, first response coordination, emergency 
equipment and regulator-related WHS processes where required. 

• Compliance Manager: monitors legal, ESOS, ASQA, privacy and reporting obligations arising from the 
incident. 

• Student Services / Welfare Lead: coordinates student contact, welfare support, referrals, cultural support 
and academic impact management. 

• IT / Cybersecurity Lead: manages technical incidents, communication systems, cyber containment and 
recovery where technology is affected. 

• Managers, trainers and staff: report incidents immediately, follow instructions, support evacuation and 
preserve information relevant to the event. 

• Third parties and workplace hosts: cooperate with the RTO, report incidents and comply with contractual 
emergency and reporting duties. 

 

9. Emergency Planning Requirements 

The RTO must maintain emergency plans and procedures appropriate to each workplace or delivery context. 
Plans should be site-specific where necessary and must address foreseeable hazards, workforce profile, 
student cohort, visitors, contractors, accessibility needs, neighbouring risks and local emergency conditions. 

• effective response actions for identified emergencies; 
• evacuation procedures and assembly arrangements; 
• how emergency services are notified quickly; 
• medical treatment, first aid and other immediate assistance; 
• communication protocols during the incident; 
• roles such as wardens, first aid officers and incident coordinators where applicable; 
• information, training and instructions for workers and other relevant persons; 
• testing requirements and review triggers; 
• post-incident follow-up, including notifications, counselling or medical support and corrective action. 

 

 

 



 
 

   

 

10. Critical Incident Management Requirements 

The RTO must maintain and implement a documented critical incident process for incidents that could affect a 
student’s ability to undertake or complete a course, including incidents causing physical or psychological 
harm. The process must support both immediate action and ongoing case management. 

• prompt triage and escalation based on seriousness; 
• assignment of a lead coordinator; 
• student and family / emergency contact communication where lawful and appropriate; 
• referral to emergency, health, counselling, welfare, translation or cultural support services as needed; 
• consideration of study impacts, attendance impacts, assessment extensions, deferral or other academic 

accommodations where appropriate; 
• recording of incident details, actions taken, outcomes and follow-up requirements; 
• preservation of evidence and coordination with external authorities where necessary. 

 

11. International Student and CRICOS Considerations 

International students may face additional barriers during crisis or critical incidents, including unfamiliarity with 
local services, limited support networks, language issues, cultural barriers, housing instability, financial stress, 
trauma, migration-related anxiety and concerns about visa consequences. The RTO will therefore provide or 
facilitate a wellbeing officer for age and culturally appropriate support and clear information about emergency 
and health services, and will consider whether the incident has implications for attendance, course progress, 
enrolment status, welfare arrangements, transfers or reporting obligations. 

Written records of critical incidents and remedial action affecting overseas students must be retained for at 
least two years after the student ceases to be an accepted student, and longer where another legal or 
organisational retention rule requires it. 

 

12. Learners Under 18 and Vulnerable Persons 

Where learners under 18 or other vulnerable persons are affected, the RTO must apply heightened safeguarding 
measures, including appropriate supervision, emergency contact escalation, child safety reporting, accessible 
communication and coordination with authorised carers, guardians or relevant authorities where required by 
law and policy. 

 

13. Communication and Media Management 

Only authorised personnel may make external public statements, media responses or regulator-facing 
communications about a critical incident unless immediate life safety or reporting obligations require 
otherwise. Internal communication must be timely, accurate, privacy-aware and appropriate to the needs of 
affected persons and staff roles. Rumour control and consistent messaging are essential. 

 



 
 

   

 

14. Notifications and External Reporting 

The RTO will make external notifications required by law, regulation, contract or insurer requirements. 
Depending on the circumstances, this may include emergency services, WHS regulators, police, child 
protection authorities, privacy regulators, education regulators, insurers, landlords, workplace hosts, third 
parties, students, next of kin or other relevant authorities. The Compliance Manager, CEO/COO must determine 
reporting obligations as early as practicable. 

 

15. Business Continuity and Recovery 

Critical incident and emergency management must align with the RTO’s business continuity arrangements. 
Where an incident disrupts premises, IT systems, staffing, delivery sites, student access, assessment services 
or records, the RTO must identify critical services, temporary workarounds, communication channels, backup 
arrangements, recovery priorities and decisions required to resume operations safely and lawfully. 

 

16. Training, Drills and Preparedness 

The RTO must provide training and instructions relevant to emergency procedures and critical incident 
responsibilities. This may include induction, refresher training, site-specific emergency instruction, first aid 
awareness, warden training, table-top exercises, scenario drills and periodic testing of contact lists and 
escalation arrangements. 

 

Plans must be reviewed when there are changes to the workplace, delivery model, hazards, workforce 
structure, student cohort, third-party arrangements, after testing, and after any material incident. 

 

17. Records and Retention 

The RTO must maintain written records of critical incidents, emergency activations, decisions, 
communications, support offered, referrals made, notifications issued and remedial actions taken. Records 
must be accurate, timely, secure and accessible to authorised personnel. Privacy and confidentiality must be 
protected while preserving evidence and ensuring auditability. 

 

18. Post-Incident Review and Continuous Improvement 

Following each material incident, the RTO must conduct a post-incident review proportionate to severity. The 
review should examine root causes, response timeliness, communication effectiveness, adequacy of support, 
legal and reporting issues, continuity performance, third-party coordination, training adequacy and any policy 
or control gaps. Improvement actions must be documented, assigned and tracked to completion. 

 

 



 
 

   

 

19. Non-Compliance 

Failure to report an incident, obstruction of emergency response, unauthorised external communication, failure 
to follow an emergency instruction, negligent handling of affected persons, failure to maintain records, or 
breach of confidentiality may constitute misconduct, breach of duty or regulatory non-compliance. The RTO 
may take disciplinary, contractual, remedial or legal action as appropriate. 

 

20. Procedure 

20.1 Immediate Response 
1. Assess immediate danger and call emergency services where required. 
2. Take urgent action to protect life, health, safety and welfare. 
3. Initiate evacuation, lockdown, first aid or other site response as appropriate. 
4. Notify the Critical Incident Coordinator, manager or most senior available officer immediately. 

20.2 Escalation and Coordination 
5. The receiving officer classifies the event as an emergency, critical incident, crisis or routine incident 

requiring local management. 
6. The Critical Incident Coordinator or delegate opens an incident record and coordinates response roles. 
7. The CEO is notified for material incidents, fatalities, major safety events, public interest matters, cyber 

crises or incidents with likely regulator involvement. 

20.3 Support and Case Management 
8. Identify affected students, staff and others. 
9. Arrange immediate and follow-up support such as medical care, counselling, accommodation support, 

transport support, cultural support, interpreter support or academic adjustments as needed. 
10. Contact emergency contacts, carers, guardians or next of kin where lawful and appropriate. 
11. Monitor whether the incident affects a student’s course participation, welfare or visa-related obligations 

and escalate for further management if necessary. 

20.4 Communication and Reporting 
12. Record key facts, decisions and actions as they occur. 
13. Issue internal communications on a need-to-know basis. 
14. Make external notifications required by law, insurer, contract or authority direction. 
15. Restrict media engagement to authorised officers. 

20.5 Recovery and Review 
16. Confirm the immediate incident is stabilised and critical functions are either restored or subject to 

approved workarounds. 
17. Review support needs and ongoing welfare arrangements. 
18. Conduct a debrief and post-incident review. 
19. Record improvement actions and update plans, training or controls accordingly. 

 

  



 
 

   

 

Form / Register   

Critical Incident / Emergency Contact Registry 

Critical Incident Record Form 

Evacuation / Emergency Drill Register 
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