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1. Purpose

At the Australian Childhood Trauma Group (ACTG), we are dedicated to managing

and reporting all incidents with promptness and fairness. This policy serves to:

Uphold the rights of children and young people.

Guarantee the safety and well-being of our clients.

Provide a transparent process for managing and reporting incidents.
Maintain a comprehensive incident management system.

Offer clients easy access to our Incident Management Policy.

2. Scope

This policy applies to all incidents, including serious ones and those reportable to

the NDIS Quality and Safeguards Commission. An incident is any act, omission,

event, or circumstance related to providing NDIS supports or services that has

caused or could cause harm.

3. Reportable Incidents

Reportable incidents to the NDIS Commission include, but are not limited to:

Death or serious injury of a person with disability.

Abuse or neglect of a person with disability.

Unlawful sexual or physical contact with, or assault of, a person with
disability.

Sexual misconduct, including grooming, in the presence of a person with
disability.

Unauthorised use of restrictive practices.

4. Responsibilities

CEO: Oversees incident monitoring and response, conducts assessments
and investigations.

Executive Leadership Team: Reviews incidents to identify trends and
potential policy revisions.

Corporate Lead: Manages incident reports and communicates with the NDIS
Commission.
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e ACTG Employees: Implement policy, notify of incidents, and complete
incident report forms.

This procedure outlines steps for investigating incidents involving clients,
particularly those reportable to the NDIS Commission.

1. Responding to an Incident
When an incident occurs, ACTG employees must:
e Ensure safety.
e Provide First Aid and call emergency services if necessary.
e Support the client and notify their families, carers, or guardians.
¢ Inform the CEQ, Clinical Lead, or Corporate Lead.
e Complete the ACTG Incident Report Form.

2. Reporting to the NDIS Commission
Serious incidents must be reported to the NDIS Commission within specific
timeframes, detailed in this policy.

3. Additional Reporting Requirements

This policy also outlines reporting requirements for different Australian regions, like
Victoria and the Australian Capital Territory, and for data breaches under the
Notifiable Data Breach scheme.

4. Investigation and Assessment of Incidents

The CEO will assess incidents to determine prevention and management
strategies, and decide on appropriate actions, including notifying relevant
authorities.

5. Conducting Investigations
Investigations, both internal and external, will be conducted following a structured
process. The CEO leads internal investigations, while external investigations require

qualified investigators.

6. Support to Clients
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ACTG is committed to providing immediate medical attention and counselling to

clients affected by incidents.

7. Record Keeping

NDIS Incident Management requirements dictate specific details to be recorded

and retained for 7 years.

This

policy ensures

that

ACTG addresses

incidents

go

effectively and

compassionately, prioritising the safety and well-being of our clients.
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