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Help for non-English speakers 
If you need help to understand the information in this policy, please contact Horsham 
College on 5381 7100, or email horsham.co@education.vic.gov.au . 
 

At all times the College will adhere to the DET guidelines.  Refer to: DET Managing and Reporting School 
Incidents (Including Emergencies)   
Managing and Reporting School Incidents (Including Emergencies) : Policy | education.vic.gov.au    
 
When an accident / incident occurs the following is to be undertaken by staff on hand:  

1. First aid action is to be taken as required. Send a reliable student if necessary to the 
Administration Office to seek trained first aid assistance and administration assistance.  

2. Seek assistance from nearby staff if necessary.  

3. Any serious accident or incident is to be reported immediately to school 
administration.  

4. Contact a member of the Principal class team if you have contacted emergency 
services on 000. 

5. Contact nominated family or carers. 

6. All accidents and Incidents are to be reported as soon as possible to the College office 
and the administration office records the accident / incident on eduSafe Plus. 

  

REPORTING AN INCIDENT (report for support) 
• All incidents involving staff must be reported to the Principal. 

 
• Following the immediate response, the principal (or delegate) is responsible for assessing the 

severity of the incident, using the Severity rating decision-making matrix (PDF) – refer to Guidance 
tab for detailed advice. 
 

• Incidents are rated as either: 
• Low 
• Medium 
• High 
• Extreme. 

 
Incidents assessed as Low or Medium can be reported directly into eduSafe Plus (staff login required) by 
the principal (or delegate).  
 
The principal (or delegate) is to contact the Incident Support and Operations Centre (ISOC) on 1800 126 
126 to report 'High' or 'Extreme' severity incidents for support (report for support).  
 

mailto:horsham.co@education.vic.gov.au
http://www.education.vic.gov.au/school/principals/spag/governance/pages/recording.aspx
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://content.sdp.education.vic.gov.au/media/severity-rating-matrix-1224
https://services.educationapps.vic.gov.au/edusafeplus
tel:1800126126
tel:1800126126
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ONGOING SUPPORT AND RECOVERY 
The school principal (or delegate) is responsible for providing immediate relief support to impacted 
students, staff and the education community. Where necessary and appropriate, additional support will be 
provided by school support staff and corporate office staff based in regional and central offices.  
 
When an incident is reported to ISOC, ISOC staff will ask the principal (or delegate) whether they require 
additional support (including recovery support) during the call.  
 
Support available to schools includes resources such as the Managing Trauma Guide (PDF) and Managing 
Trauma online modules (LearnED). 
 
 
Appendix 1  
eduSafe Plus Sick Bay and First Aid report form. 
  
https://content.sdp.education.vic.gov.au/media/edusafe-plus-sick-bay-and-first-aid-
report-form-2402 
 
 
COMMUNICATION 
This policy will be communicated to our school community in the following ways: 

• available publicly on school website 
• included in staff induction processes 
• hard copy available from school administration upon request 

 

REVIEW CYCLE 
This policy will be reviewed in accordance with the Policy Review Schedule. 
 

https://eduvic.sharepoint.com/:b:/r/sites/SchoolsSecure/Shared%20Documents/Managing%20Trauma.pdf?csf=1&web=1&e=wXZmC
https://edupayelm.eduweb.vic.gov.au/psc/ELMPPRD1/EMPLOYEE/PSFT_LM/c/LM_OD_EMPLOYEE_FL.LM_FND_LRN_FL.GBL?Page=LM_FND_LRN_RSLT_FL&Action=U&KWRD=trauma&PortalActualURL=https%3a%2f%2fedupayelm.eduweb.vic.gov.au%2fpsc%2fELMPPRD1%2fEMPLOYEE%2fPSFT_LM%2fc%2fLM_OD_EMPLOYEE_FL.LM_FND_LRN_FL.GBL%3fPage%3dLM_FND_LRN_RSLT_FL%26Action%3dU%26KWRD%3dtrauma&PortalRegistryName=EMPLOYEE&PortalServletURI=https%3a%2f%2fedupayelm.eduweb.vic.gov.au%2fpsp%2fELMPPRD1%2f&PortalURI=https%3a%2f%2fedupayelm.eduweb.vic.gov.au%2fpsc%2fELMPPRD1%2f&PortalHostNode=ELM&NoCrumbs=yes&PortalKeyStruct=yes
https://edupayelm.eduweb.vic.gov.au/psc/ELMPPRD1/EMPLOYEE/PSFT_LM/c/LM_OD_EMPLOYEE_FL.LM_FND_LRN_FL.GBL?Page=LM_FND_LRN_RSLT_FL&Action=U&KWRD=trauma&PortalActualURL=https%3a%2f%2fedupayelm.eduweb.vic.gov.au%2fpsc%2fELMPPRD1%2fEMPLOYEE%2fPSFT_LM%2fc%2fLM_OD_EMPLOYEE_FL.LM_FND_LRN_FL.GBL%3fPage%3dLM_FND_LRN_RSLT_FL%26Action%3dU%26KWRD%3dtrauma&PortalRegistryName=EMPLOYEE&PortalServletURI=https%3a%2f%2fedupayelm.eduweb.vic.gov.au%2fpsp%2fELMPPRD1%2f&PortalURI=https%3a%2f%2fedupayelm.eduweb.vic.gov.au%2fpsc%2fELMPPRD1%2f&PortalHostNode=ELM&NoCrumbs=yes&PortalKeyStruct=yes
https://content.sdp.education.vic.gov.au/media/edusafe-plus-sick-bay-and-first-aid-report-form-2402
https://content.sdp.education.vic.gov.au/media/edusafe-plus-sick-bay-and-first-aid-report-form-2402
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