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Purpose and Scope  

 Access4u has a duty of care for the safety and wellbeing of staff, and will provide an effective and 
coordinated response to critical incidents affecting staff and/or volunteers. 

 

Responsibilities and delegations 

This policy applies to  Governing Body. Staff and Volunteers 
Specific responsibilities The Board – Responsible for ensuring effective governance mechanisms 

are in place. 
The CEO and Managers – Responsible for monitoring and ensuring 
adherence to Policy and related procedures. 
Ensure due diligence and take reasonable steps to ensure Access4u are 
meeting their obligations and takes reasonable steps to ensure Access4u 
act in the interest of wellbeing of staff and provide a coordinated response 
to critical incidents. 
Staff – Responsible for taking reasonable care for their own health and 
safety as well as taking reasonable care that their acts or omissions do not 
adversely affect the health and safety of others. 

Policy approval  CEO 
 

Policy context – this policy relates to: 

Standards  Safe work SA 
Legislation Work Health and Safety Act 2012 (SA) 

Work Health and Safety Regulations 2012 (SA) 
Contractual obligations  
Organisation policies and 
procedures 

Internal WHS and IM policies, procedures and processes. Work 
Health and Safety Policy, Emergency Procedures Policy 

Forms, record keeping, other 
documents 

Incident Report 
Workcover claim form 

 

Definition 

A critical incident is any event or series of events that is sudden, traumatic, overwhelming, threatening or 
protracted. It may cause extreme stress, fear or injury. 

Critical incidents may include, but are not limited to: 

• serious injury, illness, or death  
• severe verbal or psychological aggression 
• physical assault 
• staff witnessing a serious accident or incidence of violence 
• natural disaster e.g. earthquake, flood, windstorm, hailstorm, or extremes of temperature 
• fire, bomb-threat, explosion, gas or chemical hazard 
• social issues e.g. sexual assault, drug use, alcohol abuse, domestic or family violence 
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Procedures 

Designated officer 
A designated officer will be appointed for each work team. 

Assessing the situation 
Where the designated officer considers a critical incident to be apparent or likely, he/she must alert the most 
senior staff member available. 

The designated officer will assess the situation and consider any apparent risks to their own safety. 

Immediate steps 
Ensure the safety of staff members, including activate evacuation procedures if required 

Ensure the provision of first aid if required 

Contact security/emergency services if necessary and if not already done. 

Provided there is no threat to personal safety in doing so, the designated officer is to take steps to minimise 
further damage or injury. This may involve organising willing bystanders to provide support. 

Reporting 
As soon as practical the designated officer is to prepare a Critical Incident Initial Report outlining the following 
details:  

the type of incident 

the exact location and details of any person or persons who might be injured, in distress, or at risk. 

The designated officer will review the situation, set priorities, allocate tasks/responsibilities and coordinate an 
immediate response including communications to relevant individuals. 

The designated officer will evaluate response procedures and make recommendations for handling future critical 
incidents. 

De-brief and follow up 
The designated officer will organise ongoing response/follow up (including staff briefing, counselling, review and 
reporting).  

Debriefing by trained staff or external professionals should be conducted within three to seven days of the critical 
incident. 

The designated officer will organise counselling and critical incident stress management on a one-off or 
continuing basis as necessary for affected staff members. 

The designated officer will prepare advice for the organisation’s senior officers outlining steps required to prevent 
future related critical incidents. 

 


