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PROCEDURE C20.3-P20.3  

CRITICAL INCIDENT MANAGEMENT 

 INTRODUCTION 

 Related Policy  

Critical Incident Policy 

 Purpose 

The purpose of this procedure is to outline the responsibilities and processes for 
managing a critical incident, crisis, or emergency event, irrespective of where the 
incident occurs across the Scentia Group and Third-party Partners (TPPs), including in 
association with a student’s learning and assessment. 

 Scope 

This procedure applies to all students and workers of the Scentia Group and TPPs. As 
some courses provided by the Scentia Group and TPPs are offered online, this procedure 
also applies to critical incidents that may occur while the student is studying online. It 
also applies to critical incidents happening during an ACHW student’s attendance at 
clinics. 

Where injury or illness is sustained during, or as a result of, a critical Incident, the 
Health, Safety and First Aid in the Workplace Policy and Procedure also apply. 

 Scope Exceptions 

This procedure does not apply to incidents not considered to be critical. Non-critical 
incidents (refer Definitions) are handled in accordance with relevant Policies and 
Procedures. 

 RESPONSIBILITIES 
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 Critical Incident Management 
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 Classification Impact Relevant Policy/Plan 

 Minor Incident  

 Can be contained in-house.  

 Minor injury to one person may be 
sustained.  

 Low financial losses may be incurred.   

 No impact on operations. 

Health, Safety and First Aid 
in the Workplace Policy and 
Procedure if injury or illness 
is sustained. 

 Moderate Incident 

 Requires containment with external 
assistance (for example, emergency 
services). 

 Injury to one person may be sustained and 
require external assistance.  

 May result in moderate financial loss.  

 May be a moderate impact on operations 
for a short time.  

Health, Safety and First Aid 
in the Workplace Policy and 
Procedure if injury or illness 
is sustained. 
 
Business Continuity Plan. 

 
 *Critical Incident 
 
*Note: an incident 
classified as major 
is viewed as a 
critical incident 

 May involve death and/or very serious or 
significant numbers of injuries, and cause 
stress and fear. 

 May result in major damage to 
infrastructure and/or the environment. 

 May impact severely on operations, 
possibly for a considerable duration. 

 May result in high financial losses and may 
cause possible or actual reputation loss. 

Critical Incident Policy and 
Procedure  
 
AND 
 
Health, Safety and First Aid 
in the Workplace Policy and 
Procedure if injuries or 
death result from the 
incident. 
 
Business Continuity Plan 
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Incident  Response  

Health and Safety minor  Refer to the Health, Safety and First Aid in the 
Workplace Policy and Procedure 

Health and Safety moderate Refer to the Health, Safety and First Aid in the 
Workplace Policy and Procedure 

*Critical incidents  
 
*NOTE: All major incidents are 
considered to be critical 

Lead: CIMT  

Support and operational management: Nominated Staff 
Member  
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 Support through an Emergency Situation or Critical Incident 
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 Recording and reviewing a Critical Incident 

 

 

 

 

 the WHS Committee if the incident resulted in, or had the potential to resultant 
in, injuries or illness; and 

 The Audit & Risk Committee if the critical incident had other elements, such as an 
element of real or potential financial risk or reputation risk; and 

 the Teaching and Learning Committee if there has been an impact on teaching 
and learning. 

 

 

 whether such an incident is avoidable in the future; 

 the steps and resources needed to achieve that; and/or 

 how the Scentia Group can better prepare for, respond to, and support their 
students and staff during and after such incidents.  
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 Training and induction 

 

 

 

 

 

 

 DEFINITIONS 

 Crisis – a time of intense difficulty, trouble or danger; a time when difficult decisions 
must be made; any incident or period that will lead, or may lead, to an unstable and 
dangerous situation affecting an individual, group, or all of society.  

 Critical Incident - an adverse incident, or series of events that have the potential to 
seriously damage an organisation’s people, operations, or reputation; a traumatic 
incident or threat of such which causes extreme stress, fear, or injury. 

 Emergency - a sudden, unexpected incident that requires an immediate response 
from internal or external emergency services. 

 Incident – an individual occurrence or event that is out of the ordinary. 

 Non- Critical Incident - An event which is unanticipated or outside the 
accepted social norm, but which, in the experience of the general community, 
would not be considered an extraordinary occurrence or situation. A non-
critical incident may be treated as a Critical Incident if it may result in serious 
harm or poses a real threat to property or individuals. Examples include but 
are not limited to: 

o accident or injury   
o harassment 
o bullying 
o misconduct 
o sexual harassment 
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o racism 
o conflict 
o theft 
o brief interruption to the supply of a utility   
o first aid 
o minor flooding 
o minor property damage 

 Scentia Group - The Scentia Group (‘the Group’), consists of the Australasian College 
of Health and Wellness Pty Ltd (ACHW), the Australian Institute of 
Management Education and Training Pty Ltd (AIM) operating as AIM Business School 
(ABS), and the Australian Institute of Management (AIMVET), a Registered Training 
Organisation (RTO). 

 Workers – are defined in the Work Health and Safety Act 2011 (C’Wealth) as those 
who ‘carry out work for a person conducting a business and include employees, 
contractors, agency staff, labour hire staff, people on work experience, sub-
contractors, trainees, volunteers and out-workers’. 

 

 REFERENCES AND ASSOCIATED INFORMATION 

• All relevant national and/or state legislative instruments that stipulate 
requirements with which organisations are obligated to comply related to 
Emergency Management, Crisis Management, Critical Incident, Workplace 
Health and Safety. 

• Business Continuity Plan 

• Critical Incident Policy 

• Health, Safety and First Aid in the Workplace Policy and Procedure 

• Student Incidents Register 

• Work Health and Safety Act 2011 

• Incident Register 

• Privacy of Staff Information and Records Policy 

• Privacy of Student Information and Records Policy and Procedure 

• Sexual Assault and Sexual Harassment Prevention and Response (Students and 
Staff) 

• Risk Management Policy 
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 POLICY/PROCEDURE OWNERSHIP 

Policy Owner Chief Executive Officer 
Status Reviewed on October 2024  

Approval Authority 
Scentia Corporate Board, with endorsement by ACHW 
and AIM Corporate Boards 

Date of Approval  29 October 2024 
Effective Date  11 November 2024  
Implementation Owner Head of People and Culture 
Maintenance Owner Head of Compliance 
Review Due  October 2027 

Content Enquiries Liz Douglas – Head of People and Culture 
Email: ldouglas@scentia.com.au 
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 AMENDMENTS 

Version 
Amendment 
Approval (Date) 

Amendment Made By 
(Position) 

Amendment Details 

C20.0-P20.0 10 July 2017 
Head of Compliance 
/ Director ACHW 

Initial document review after 
purchase of MHMHE 

C20.1-P20.1 10 March 2020 Academic Board General Review 

C20.2-P20.2 21 October 2021 
Director of 
Education 

New template. 

Procedure separated from 
policy. 

More detail in procedure. 

Scentia version and ACHW 
and ABS versions combined to 
make one corporate 
procedure for the Scentia 
Group. 

C20.3-P20.3 29 October 2024 Head of Compliance 

Minor edits to improve clarity  
and updated to reflect 
changes in business titles. 
Addition of definition of non-
critical incidents.  
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