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Section 1 Introduction and Responsibilities

Introduction

The Japanese School in Perth aims to provide a safe environment for students, staff,
volunteers and visitors to the school campus as part of its duty of care obligations. This policy
describes the management of critical and emergency incidents in the School and is based on
the requirements specified in Standard 7 - Critical and Emergency Incidents of the Non-
Government Schools Standards.

The governing body (JSP Board) and the Principal have a responsibility for managing all critical
and emergency incidents in the best interests of students. The aim will always be to minimise
trauma and distress to students and staff, to minimise damage to property, and to ensure the
teaching and learning program is maintained or resumed as soon as possible.

In planning for and managing critical and emergency situations, the Japanese School in Perth
implements procedures compliant with Australian authorities. It operates under the additional
guidance of the Ministry of Education, Culture, Sports, Science and Technology (MEXT) Japan
and the Consulate-General of Japan in Perth. It is also in ongoing communication with
parents/guardians and the whole school community including neighbouring City Beach Primary
School.

Responsibilities
The Board:
e Ensuring the Director General is notified of every reportable incident as soon as
practicable, and in any event within 48 hours of the incident, using the Reportable
Incident Notification Form (details below).

The Principal:

e Notifying the governing body (JSP Board) of all critical and emergency incidents.

e Reporting any reportable Incidents to the Director General of the WA Department of
Education within 48 hours via the Reportable Incident Notification Form.

e Ensuring that all incidents are managed in such a way as to minimise harm or distress
to students and staff and damage to property and ensure the education program is
maintained or resumed, while giving highest priority to the best interests of the
student or students affected. The best interests of students and staff must be
prioritised at all times and must not be made subservient to other considerations
including financial or reputational concerns.

e Ensuring that all incidents are reported and documented, including notification to the
Director General as required by standard 7.2 when applicable.

e |dentifying and assessing all potential risks on-site and off-site that:

- have the potential to become emergencies or critical incidents
- might affect the operations of the School.

e Implementing risk management in line with the School’s Risk Management Policy to
minimise or eliminate the likelihood of a critical or emergency incidents.

e Ensuring all staff are instructed on the School’s Critical and Emergency Management
Policy, Child Protection Policy and other policies or procedures relating to the safety
and wellbeing of staff and students.

e Ensuring training in critical and emergency procedures and drills are conducted.

e Undertaking testing and review of the School’s Critical & Emergency Incident
Management Plan.



Section 2 Definitions

Critical and Emergency Incidents

The Guide to Registrations Standards and Other Requirements, January 2024 defines critical
and emergency incidents as foreseeable events for which, therefore, the school should be
prepared for in policy and procedure. A subset of critical and emergency incidents is reportable
incidents (defined in Section 3). Certain incidents, while not reportable incidents, still
necessitate preparedness —for instance, the sudden death of a student or staff member
unconnected with the school premises or a school-related activity. (Guide pg. 36)

Critical Incident

An incident in which there is a high likelihood of traumatic effects or evoking unusual or
unexpectedly strong emotional reactions, which have the potential to interfere with the ability
of the individual, group or school to function either at the time or later. (AISWA pg. 1)

Disaster
A sudden accident or natural event that causes great damage and/or loss of life. (AISWA pg. 1)

Emergency

An emergency can be considered to have three elements: (a) a threat to the organisation, (b)
the element of surprise, and (c) a short decision time. An emergency is often an accident or
incident that requires immediate intervention. (AISWA pg. 1)

Trauma
For the purpose of reportable incident 2) (see pg. 5) a trauma is defined as: a psychological
wound or injury suffered at school or during a school-related activity. (Guide pg. 36)

Grooming

For the purpose of reportable incident 6) (see pg. 5) grooming is defined as: the use of a variety
of manipulative and controlling techniques with a vulnerable subject in order to establish trust
or normalise sexually harmful behaviour with the overall aim of facilitating exploitation and/or
avoiding exposure. (Guide pg. 36)

Section 3 Reportable Incidents, Non-Reportable Incidents, Reportable

Conduct

Reportable Incidents

A subset of critical and emergency incidents is referred to as reportable incidents. Reportable
incidents must not only be reported to the governing body but must also be reported to the
Director General of the Department of Education, as soon as practicable and in any event,
within 48 hours of the incident using the Reportable Incident Notification form. This is available
from the Department of Education’s website.

For the purpose of standard 7, the following are reportable incidents:

1) The death of a student, staff member or visitor who is at school or during a school-related
activity, or following an incident at school or during a school-related activity.

2) An actual or potential injury, illness or trauma of a student, staff member or visitor who is
at school or during a school-related activity, or following an incident at school or a school-
related activity and where the incident has resulted or may result in significant impact.
Guidelines for significant impact (Guide pg. 37):

o Police, Ambulance, Fire and Emergency Services, WorkSafe or Child Protection notified
or involved.



o Inrespect of an actual injury, illness or trauma the apparent medical progress at the
time is likely to result in longer term physical or psychological impairment.

o Normal school operations or activities are significantly disrupted or cease.

o School has commenced a review to mitigate future risk and/or action has been taken
against students or staff to prevent imminent harm.

3) Anincident requiring a police or other emergency services response when a student
appears to have been taken or removed from the school or from a school-related activity
without proper authority or goes missing and cannot be accounted for.

4) Anincident requiring the school to be locked down or to evacuate staff and students, or
reduce the number of students or staff attending, or to close for any duration for health or
safety reasons.

5) The receipt of a complaint or allegation of child abuse, including but not limited to sexual
abuse, committed against a student by:

o a staff member or another student; or
o another person on the school premises or during a school-related activity; whether the
abuse is alleged to have occurred recently or in the past.

6) Issuing a formal warning, a suspension or ceasing the employment of a staff member for a
breach of the school’s Code of Conduct involving suspected grooming behaviour.

Flowchart for Reportable Incidents

Report incident to Principal
v
Principal reports incident to governing body (JSP Board)

v

Principal notifies the Director General of the Department of Education
within 48 hours of the incident

Reportable Incidents typically have a significant impact on student and staff safety and
wellbeing and may attract a higher level of public interest for either the School and school
community, a wider group of schools, or the schooling sector more broadly than other
incidents.

On receipt of a reportable incident, the Department may request further information or
clarification regarding the school’s handling of the incident. Child safety and wellbeing
information may also be shared with the Teacher Registration directorate which in turn has an
information sharing protocol with WA Police and the Department of Communities.

The School may contact the Department of Education on 9441 1900 or by email
(NGSRegulation.criticalincidents@education.wa.edu.au) for advice as to whether an incident
meets the threshold for reporting under the categories described above.

Non-reportable Incidents

Not all emergency and critical incidents are required to be reported to the Director General.
Incidents which are not reportable incidents, but for which the school should be prepared for
include the sudden death of a student or staff member unconnected with the school premises
or a school-related activity. For details on reporting of non-reportable incidents, please refer to
Section 4 Critical & Emergency Incident Management Plan — Reporting pg. 8.



It is important to document all incidents and emergencies. Depending on the circumstances
some incidents or emergencies may develop into a situation that would later be determined to
be a reportable incident.

Reportable Conduct

From January 2023, a Reportable Conduct Scheme was established in Western Australia. The
Scheme compels heads of organisations that exercise care, supervision or authority over
children to notify allegations of, or convictions for, child abuse by their employees to the
Ombudsman and then investigate these allegations. The Ombudsman will monitor, oversee
and review these investigations. As the School is an organization as described above, the
School also has an obligation to report in this scheme. The notification to the Ombudsman
must be made within 7 days of becoming aware of the allegation.

It is anticipated that most, if not all, matters which the School would need to report to the
Ombudsman would also constitute a reportable incident. Should the incident also be a
reportable incident for the purposes of Standard 7 of the Guide to the registration standards
and other requirements for non-government schools, staff need to follow the procedure for a
reportable incident. That is, the incident must be reported to the Director General of the
Department of Education using the Reportable Incident Notification form. The incident should
be reported to the Board via the Principal or directly to the Board should the Principal be the
subject of the report. Should an employee wish to make an anonymous report to the Board,
the employee may do so via the Board’s email: jsp.unei.suggestion@gmail.com.

Section 4 Critical & Emergency Incident Management Plan

The School monitors risks on an ongoing basis and has planned responses to identified risks,
critical incidents and emergency events that may occur. The below flowchart outlines the
School’s critical and emergency management plan.



Critical and Emergency Incident Management Plan I

h 4 k 4 k4 A 4 ¥
Risk Prevention Preparedness Response Recovery
Assessment
|
| I ¢ . I
Develop Develop Initiate Return to
A prevention incident/ emergency normal
Identify procedures to emergency response operations as
reduce or management procedures soon as
eliminate the procedures, possible
risk of including
emergencies responding to
v occurring specific high
Analyse risk .
emergencies
i A ¥
Assess the Implement
Ensure all staff situation strategies to
J are familiar manage needs
with of those
Treat emergency affected
procedures
and evacuation
procedures
clearly
h 4 displayed
Monitor i
Assign roles
and train all
v ¥
i l Report in Review and
Test and accordance update
Report modify with Policy procedures
procedures

Risk Assessment

The School monitors risks on an ongoing basis as described in the JSP Risk Management Policy.
Details on how risks for activities are assessed and managed can be found in the JSP
Excursions, Incursions and Camps Policy.

Prevention

The School implements policies and procedures that will mitigate or prevent emergency
situations arising. Policies especially relevant to the prevention of critical and emergency
situations include the Child Protection Policy, Staff Code of Conduct and Excursions, Incursions
and Camps Policy. The School also recognises the importance of maintaining not only the
physical but also mental wellbeing of students and staff and implements procedures to
reinforce this and encourage open communication.

Preparedness
Being prepared for incidents and emergencies includes:
e Ensuring all staff and volunteers are trained and familiar with relevant policies and
procedures relating to safety.



e Ensuring all staff and volunteers are familiar with the evacuation diagrams displayed
on the walls of all rooms.

e Conducting regular emergency drills and reviewing the effectiveness of drills.

e Routine safely checks of facilities in the school. These checks are documented and
include checks of all facilities including doors, lighting, power sockets, windows,
ceiling, walls, and all equipment in any rooms used by students.

Response

Section 6 outlines response procedures to specific types of emergencies, including evacuation.
lockdown, fire, earthquakes, flood, chemical contamination and cyberattack. The response to
any incident must always ensure the safety, health and wellbeing of students as the highest
priority.

Recovery

Once the emergency is over and it is declared safe, it is important that the normal running of
the school recommences as soon as possible. It is important to note that the recovery stage
may vary from a few hours to a few months depending on the circumstance and nature of the
emergency situation. The Appendix 3 checklist provides possible recovery considerations.

Reporting

e Staff directly involved with an incident are required to report the incident to the
Principal and document the incident. Incident records must include details of the
incident, the school’s response, the outcome, subsequent steps taken and the School’s
review of the management of the incident.

e The Principal is required to report all critical and emergency incidents to the JSP Board.

e If the report from the Principal concerns a reportable incident, the Board’s minutes will
also include the date on which the Director General of the Department of Education
was notified, the date the Board was notified and the date the Principal was notified if
the Principal was absent during the incident.

The school maintains 1) a Critical and Emergency Incidents Register that includes reportable
incidents, and 2) an Incident Register that includes all non-reportable incidents.

Review

The school’s critical and emergency incident management plan is reviewed on a regular basis
to incorporate feedback from incidents and drills, and to meet the needs of any new
emergency situations.

Section 5 Communication

Communication within the school and with parents and the wider school community during
any emergency situation must be concise and clear. All communication regarding critical or
emergency incidents will come from the Principal or the Board Chair.

e Communicate immediately if only to acknowledge that something has happened and
that you are looking into the situation.

e Update early and often. Be proactive and early with sharing news, even when the
whole picture isn’t clear. Start with a summary of what is known and provide action
plans and updates as early and as often as possible.

e Be open and transparent in all communications to help maintain trust. Be factual, list
key points of what has occurred and what actions the School has or will take.



e Referto the ‘Communication and the Media’ section of the AISWA guidelines for more
information on communication during an emergency event.

Communication flowchart

Internal communication with School staff
(face-to-face, LINE WORKS, email)

v

Parents
(phone, School Stream or email depending on urgency)

]

Students
(face-to-face)

.

Wider community
(JSP Website, media)

Section 6 Procedures for Specific Emergencies

All emergency procedures will be directed by the Principal or the acting Principal should the
Principal not be on site at the time of the emergency. As the School shares the site with City
Beach Primary School (CBPS), City Beach Primary needs to be informed of the emergency
immediately. Emergency procedure drills are scheduled annually including drills combining
both schools.

Below are the procedures for possible emergency situations:
e Evacuation
e Lockdown
e Earthquake
e Flooding
e Chemical contamination
o Cyber attack

Evacuation
Possible situations requiring evacuation include a fire, bomb threat or earthquake (for
earthquake procedures, please refer to the Earthquake procedures below).

On hearing the PA announcement and/or you discover smoke/fire, follow these
instructions:
The acronym (R.A.C.E) should be used as a guide to manage the initial response:
e Remove students and/or staff from immediate danger to a place of safely.
e Alert others in the immediate vicinity, dial 9285 2758 (JSP) or 9237 7400 (CBPS)
and state the nature and location of the emergency.
e Confine the fire and smoke by closing door/s and windows. Ensure to leave doors
unlocked.
e Evacuate to the respective assembly area and perform roll call.




Staff who identify the emergency requiring evacuation should immediately notify the Principal
or administration.

The Principal will:

e Raise the alarm using the PA announcing “Kinkyuu Jitai Hassei” three times.

e Activate the evacuation siren —a long and continued siren.

o Notify the relevant Emergency Services by dialing 000 and request assistance.

e Notify City Beach Primary School.

e Check toilets, staff room and undercover area on the way to assembly area and ensure
that all have evacuated before moving to the assembly area (Principal or rostered
teacher).

e Reassure all students, staff and visitors to stay calm.

Teachers should:

e Evacuate students via the nearest safe route to the assembly area (see evacuation
diagram on each wall). Doors should be closed as evacuating. Teachers should be
aware of alternative routes should the primary route be unsafe.

e Ensure that students or any occupants with disabilities be assisted to evacuate and
accompanied by another person.

e Lead students to the assembly area in a calm and orderly manner.

Emergency officer shall:
e Carryout aroll call once in the assembly area.
o |f a student is missing, the officer will nominate an adult to search for the student.

Students and other occupants should:
e Follow the instructions of the Principal and/or teachers.
e Proceed directly to the assembly area in a quiet and calm manner.
e If you notice that anyone is missing, report this immediately to teacher.

All clear

e All persons should stay in the assembly area until the ‘All Clear” is given. The ‘All clear
notification will be given by the Principal or emergency staff.

J

Lockdown

A lockdown is used to protect students, staff and other occupants when there is an immediate
threat within the building and evacuation is not possible. Possible reasons for lockdown
include a severe weather situation or the threat of an intruder.

On hearing the PA announcement, follow these instructions:

e Under no circumstances should staff place themselves at risk.

e Raise the alert, if safe to do so, by dialing 9285 2758 (JSP) or 9237 7400 (CBPS) and
state the nature and location of the emergency.

e |f outdoors, move to the closest securable room.

e Remain inside the building, lock the doors, close the blinds, turn off the lights and
sit below window level.

e Instruct students that all mobile phones/iPads need to be turned off.

e Students must not be left unattended at any time.

e Staff and students are to remain in lockdown and follow the lockdown procedure
until the “all clear” is given by the Principal.
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Staff who identify a potential emergency requiring lockdown should immediately notify the
Principal or Administration.

The Principal will:
e Use the PA announcing “Protect in place” three times. Activate the Lockdown alarm.
e Notify the Police by dialing 000 and request assistance.
e Hand over operations to the Emergency Services upon arrival.
e When the situation is over, provide an ‘All Clear” announcement.
e At the appropriate time, notify parents as required and in conjunction with the Police.

Teachers and other staff should:

e Ensure all students move to the nearest securable room and lock the door and
windows.

e Ensure external building doors are locked when all the occupants of the school are
inside a room or building (teacher to lock 2 entries to the junior block/staffroom;
administration to lock entries to the front and rear doors of the Administration block).

e Ifinclass, ensure that all occupants stay in the current classroom with the doors and
windows locked, blinds down. Ensure that everybody is close to the ground and away
from windows and doors.

e If out of class (during recess, lunch, or PE), a teacher should escort students to the
nearest, secure room. Movement should be in a clam and orderly manner.

e If safe to do so, check the toilets and outside areas to ensure that anyone not already
in a securable room is escorted to the nearest safe room.

e Ensure everyone remains where they are and not move around or leave the room until
the Principal provides the ‘all clear’.

All clear
All persons should stay where they are and away from windows and doors until the ‘All Clear’
is given. The ‘All clear’ notification will be given by the Principal or emergency staff.

Fire
e Raise the alarm.
e Alert the Principal or Administration.
e Evacuate everyone from the immediate vicinity of the fire.
e Use existing equipment to fight the fire — ONLY when it is safe to do so.
e Start school evacuation procedure (details above) if evacuation is necessary.
e Evacuate all staff, students and visitors in a calm and orderly manner.
e Assemble students in year groups and conduct roll call.
e Remain with students until the ‘all clear’ or further instructions are given.

Earthquake

Please note the procedures for earthquakes at JSP are the same as the official procedures for
earthquakes in Japan. As earthquakes occur more frequently in Japan than in Australia, all
schools in Japan are required to conduct regular earthquake drills. Our school carries out these
drills with the main purpose of preparing students who will return to live in Japan with
earthquake preparedness information.

Procedure:
In the event of an earthquake, REMAIN CALM and reassure staff, students and visitors.

If Indoors
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e Stay indoors and seek shelter under tables, desks or strongly constructed door frames.

e Check that evacuation routes are safe.

e If safe and instructed by the Principal, then continue with the evacuation procedure.
Detours in the evacuation routes may be necessary if the route is blocked or unsafe.

e Stay away from windows and other fixtures that may become unstable.

e Provide assistance to students with special needs.

e If safe to do so, turn off electricity, gas, and water.

If Outdoors
e Move quickly away from buildings, trees and power poles.
e If safe to do so, evacuate to designated assembly area.

After the Earthquake
e Check attendance against class rolls at the designated assembly area.
e Liaise with emergency services.
e Check for injuries and administer first aid if needed. Do not move seriously injured
people unless they are in immediate danger. Wait for Emergency Services to attend.
e Survey damage and check for gas leaks, power failure and any other hazards.

All clear
All persons should stay where they are until the ‘All Clear’ is given. The ‘All clear’ notification will
be given by the Principal or emergency staff.

Flooding
Should flooding be imminent, the Principal will contact the local State Emergency Services as
soon as possible and direct the response.
e If the school is still occupied, ensure students and all other persons are located in the
highest sheltered areas.
e Where possible, ensure that high value equipment and records are relocated away
from impending flood waters.
e If safe to do so, ensure potential electrical hazards have been eliminated (for example,
isolate power supply).
e Remain at the safe location while it continues to offer protection or instructed that it is
safe to move.
e Ensure that no-one enters the floodwaters.

Chemical contamination
In the event of a chemical spill or other form of chemical contamination occurrence originating
onsite, the response must be immediate and in accordance with the circumstances that
present at that time.
e If the chemical spill is indoors and presents a potential risk to safety, evacuate the
room immediately. Move to a safe area away from the affected site.
e Upon exiting the room, close all doors and if possible, isolate the electrical power
supply to the room in question.
e If the situation exceeds the Principal’s capacity to manage, call Emergency Services
(000).

Cyber Attack

Should a member of staff suspect a cyber attack on a School computer or device, they should:
e Immediately advise the IT Officer or Administration who will disconnect the modem.
e Advise the Principal.
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e Contact IT security (08 6208 6510) and advise of the details.

Other

The 2025 Kikikanri Manual (‘Emergency Management Manual’ in Japanese) contains a
comprehensive checklist for various other possible emergencies. This manual is reviewed
before April each year prior to the commencement of the School’s academic year.

Related Policies

JSP Child Protection Policy

JSP Excursions, Incursions and camps Policy
JSP Risk Management Policy

JSP Staff Code of Conduct

JSP Workplace Health & Safety Policy

Resources

Department of Education, Guide to Registrations Standards and Other Requirements for Non-
Government Schools, January 2024

AISWA Critical & Emergency Incidents’ Management — Policies and Procedures for Schools,
2022

Reportable incident notification form:

This form can be downloaded via the ‘Ongoing obligations’ page of the Department of
Education website:

https://www.education.wa.edu.au/ongoing-obligations
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Appendix 1
Emergency Contact Information

Emergency Services and Community Contact Phone Numbers

Agency Phone Number
Life-threatening or time critical emergency 000
WA Police Non-life threatening incident requiring Police response 131 444
Local Police Station (Wembley) (08) 9214 7100
Ambulance 000
Fire and Emergency Services Authority 000
State Emergency Service 132 500

Hospitals:
Perth Children’s Hospital
Sir Charles Gairdner Hospital

(08) 6456 2222
(08) 6457 3333

Poisons Information Centre 131126
Gas 131 352
Electricity 131351
Water Corporation 131375

Health Direct

1800 022 222

Town of Cambridge (local government)

(08) 9347 6000

Environment WAtch Hotline (pollution, illegal dumping)

1300 784 782

Department of Communities — Child Protection - Central Intake Team

1800 273 889

Japan-related Contact Phone Numbers

Agency

Phone Number

MEXT Education Division

0011-81-3-5253-4111

Japanese Overseas Educational Services (JOES) (Assistance Team)

0011-81-3-4330-1341

Consulate-General of Japan in Perth

(08) 9480 1800

School Contacts

Name

Contact

JSP Principal: Toshiaki Ito

0431 895 612

JSP Board

jsp.unei.suggestion@gmail.com

JSP PTA Head

perth.jsp.pta@gmail.com

City Beach Primary School 08 9237 7400
Education Security 08 9264 4771/9264 4632
IT Security (IQuest) 08 6208 6510




Appendix 2
Additional Information on ‘Best interests of Students’

The United Nations Committee on the Rights of the Child has given the following guidance as
to how a student’s best interests may be effectively assessed:
e consult the student, giving increasing weight to his or her opinion as he or she grows
to adulthood and involving the parents in planning for an appropriate response;
e ensure the student’s basic needs are met consistently with his or her identity,
personality and expressed preferences, noting that emotional care is a basic need;
e prioritise maintenance or reinstatement of the student’s rights to health, safety and
education; and
e promote the student’s wellbeing and healthy development [UN Committee on the
Rights of the Child, General Comment No. 14 (2013).

An individual student’s best interests will vary depending on their particular needs and
cultural, religious and other identity. Schools should know and understand each student’s
needs and identity and make appropriate efforts to consult students affected by critical
incidents to ensure their best interests are identified and prioritised.

When an incident affects more than one student, it may not be feasible to assess each
individual student’s best interests, especially immediately following the incident; rather, the
students’ immediate best interests would be as understood by the school based on a general
assessment of the incident. Schools should be alert to the needs of any students who may
require specific and additional responses following such an incident.

Reference: The Guide to Registrations Standards and Other Requirements, January 2024, pg. 37.
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Once the emergency is over and the site is declared safe, the normal running of the school

Appendix 3 - Considerations for recovery from an incident

should recommence as soon as possible. Consider the following actions where appropriate the
nature of the emergency situation.

ACTIONS

O If a required, ensure notification to the Director General of the Department of
Education, via the Reportable Incident Notification Form.

O Staff briefing as soon as possible following the incident.

O Identify and offer more specialised personal support to vulnerable and/or most
affected staff and students.

O Provide recovery support and advice for students/staff/parents about the normal
cycle of recovery and indicators that extra support may be required.

O Follow up contact with family/families involved to express sympathy, arrange retrieval

of personal items of student/staff member as appropriate and discuss school role in
ongoing support.

Update information to staff, parents, and students, as appropriate. Rumour control.

Special considerations for suicide, including contagion effect.

Cultural considerations

Death notice

Memorial service

Funeral attendance, with attention to the wishes of the family

Continuing support for students and staff

Notifying staff who are not at school

Alert teachers to be sensitive to curriculum content

Maintaining documentation

Ongoing liaison with other affected or vulnerable schools

Consider ex-students

Process for meeting visitors (e.g. community people most affected)

Interagency liaison

Links with school psychology support personnel / services (AISWA)

Instruct staff as to what information is to be told to parents and others

Review responses and continuing needs

Acknowledge people who have supported the school

Review school records/mailing lists and amend as appropriate

Operational debrief

Inquest/court date(s) (arrange support for staff involved)

Review and modify Critical and Emergency Incident Management Plan
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Anniversary dates
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