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The Automotive Training Centres (“ATC”) is committed to ensuring the safety and well-being of its stu-
dents, staff, and visitors. This policy outlines the procedures for managing critical incidents and crisis
situations effectively. It includes the designation of specific staff members responsible for overseeing
the institution’s response and ensuring the continuity of operations during such events.

This policy applies to all critical incidents and crisis situations that occur on CIRAC premises or during
college-sponsored events. These may include, but are not limited to:

e Natural disasters (e.g., earthquakes, floods)
e Fire incidents

e Medical emergencies

e Violent or threatening situations

e Cybersecurity breaches

e Pandemic outbreaks

Designated Crisis Management Team (CMT)

ATC will establish a CMT responsible for implementing this policy and handling critical incidents.

Team Composition

e Crisis Management Coordinator (CMC): The primary point of contact for all critical incidents,
responsible for coordinating the institution’s response. — Dean Croft (“PRESIDENT”)

e Deputy Coordinator: Assists the CMC and acts as a backup in their absence. — Ricardo
Davidson (“Corp Accounts Managerr”)

e Departmental Representatives: Include members from key departments such as Student
Services, Facilities, Communications, and Academic Affairs. — Rowena Cole

e External Liaison Officer: Responsible for coordinating with external emergency services such as
police, fire departments, and medical services. — Michelle Magee (“Student Services”)

Roles and Responsibilities

Crisis Management Coordinator (CMC)

e Oversee the development, implementation, and review of the crisis management policy.
e Coordinate the institution’s response to critical incidents.

e Ensure the availability of emergency resources and equipment.

e Provide training to staff and students on crisis response procedures.

Private Training Institutions Regulatory
Unit Page 1 of 3




Automotive

TRAINING CENTRES

-

Deputy Coordinator

e Support the CMC in all crisis management activities.
e Act as the primary point of contact when the CMC is unavailable.

Staff and Faculty

e Familiarize themselves with the institution’s crisis management procedures.
e Participate in training sessions and emergency drills.
e Report incidents promptly to the CMC or designated staff members.

Students

e Follow the instructions provided by staff and the CMT during critical incidents.
e Report emergencies or suspicious activities to the appropriate personnel.

Critical Incident Response Process

1. Incident Identification:

e The first person aware of a critical incident must notify the Crisis Management Coordinator
immediately.

2. Assessment:

e The CMC evaluates the severity of the incident and determines the necessary response level.
3. Activation of the Crisis Management Team:

e The CMC activates the Crisis Management Team and delegates responsibilities.
4. Communication:

e Inform all stakeholders, including students, staff, and emergency services, as required.
e |ssue timely updates through email, SMS, or other communication channels.

5. Response:
o Implement the pre-established action plan, such as evacuation, medical assistance, or lockdown.
6. Recovery and Continuity:

e Ensure a smooth transition to normal operations after the crisis.
e Provide post-incident support, including counseling services if needed.

7. Evaluation:

e Conduct a post-incident review to identify lessons learned and improve future responses.
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Training and Awareness

e Conduct regular training sessions for staff and students on emergency response procedures.
e Organize annual drills to test the effectiveness of the crisis management plan.

Policy Review

This policy will be reviewed annually by the Crisis Management Team to ensure its effectiveness and
relevance.
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