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The Reporting of Incidents Procedure has
been developed to ensure that Council

has a process to respond and report an
emergency situation that may involve staff,
volunteers, contractors and communities.
This will prepare Council for a timely
response to incidents, this will reduce
impact and assures the continuation of
operations and restoration of normal
activity as quickly as possible.

Incident

The procedure is designed to assist
those with primary responsibility for the
management of incidents to respond
appropriately. It is designed to include
response and reporting protocols to all
incidents ranging from routine minor or
negligible to major and catastrophic.

Any unplanned event resulting in or having the potential for injury,

ill health, damage or loss of new building.

Emergency Management
that occur.

Incident Response

The overall approach preventing emergencies and managing those

Actions taken in order to stop the causes of an imminent hazard and/or to

mitigate the consequences of potentially destabilizing or disruptive events.

Critical Incident

Critical incident is an event that occurs during a participation activity, which

may cause or is likely to cause extreme physical and / or emotional distress
to staff, contractors, volunteers or communities and which may be regarded
as outside the range of the experience of the people affected.

Incident Response Team
(IRT)

The team which responds to any unplanned event that has the potential for
injury, ill health, damage or loss.



3 INCIDENT CLASSIFICATION

LEVEL 1
Negligible Incident

LEVEL 2
Minor Incident

LEVEL 3
Moderate Incident

LEVEL 4
Critical Incident
/ Major Impact

LEVEL 5

Catastrophic
Incident

Minor First Aid

Minor incident involving damage to building or motor vehicle

accident

No impact or lost time

Incident advised to Team Leader or Coordinator
Reported via internal mechanism

Escalation of incident involving medical or safety issue
Minor injuries involving Emergency medical services
Incident resulting in lost time

Manager informed

Director informed

Mandatory incident notification

Fire or damage to major complex resulting in disruption to
normal services

Serious injury to staff member or public
Incident escalated to Director, CEO and Media

Deaths to member of public or staff members

Major impact and interruption to Council services <3 days
Major reputational damage to Council

Serious incident to staff resulting in permanent disability

Multiple fatalities to staff or member public

Major impact and interruption to Council services <3 days
Major impact and long term interruption to Council services
Serious and long term reputational damage to Council



4 COMMUNICATION PROCESS CHART

Reporting of Incidents Process

Relevant stakeholders
contacted

Post Incident Review
contacted

Risk Assessment and Controls
reviewed

Revised Risk Controls
implemented

Ongoing monitoring



The purpose of this Protocol is to guide actions and communication, in event of an
emergency situation.

5.1. Level 4 & 5 Catastrophic/Major Incident

Staff Member

Team Leader/
Coordinator/
Contract Supervisor
& Duty Officer after
hours

Risk & OHS Team

Manager

Director

* Report incident immediately

« If after hours contact duty officer to
make safe site

* Contact Emergency services

* Ensure support systems are
established on ground

» Contact Health and Safety team to
initiate contact with Worksafe

« If after hours ensure Duty Officer
contacts WorkSafe

¢ Determine level of incident based
on conseguence matrix

¢ Contact EAP

 Liaise with WorkSafe & other
Agencies

» Establish support systems
e Contact Insurer
* Provide specialist advice

¢ Contact next of kin

* Ensure support systems such as
EAP are made available

 Liaison with external stakeholders
¢ Review risk control procedures

¢ Ensure CRT team is established and
Chairperson of CRT is contacted.

Person injured report incident to Team
Coordinator/ Team Leader

Team Leader and / or Coordinator

Report incident to WorkSafe

Manager sign/off

Reporting to the Health and Safety Unit
is required within 24 hours of the incident
occurring (including all near misses)

Inform Media and reporting to the
Director the circumstances of the incident

Inform CEO



5.2. Level 3 Moderate Impact /Significant Event

Staff Member e Report incident within 24 hours If injured report incident to Team
« Make safe site by contacting duty Coordinator/ Team Leader
officer

* Move to top of this square . .
Reporting to the Health and Safety Unit

is required within 24 hours of the incident
occurring (including all near misses)

Team Leader and/ ¢ Contact Health and Safety team to Inform Media and report to Director the
or Coordinator initiate contact with Worksafe circumstances of Incident

« If after hours ensure Duty Officer
contacts WorkSafe

Risk & OHS Team * Review risk control procedures
* Liaise with WorkSafe and other
agencies
Manager Determine level of incident based on | Inform Director

consequence matrix
¢ Contact next of kin

* Ensure support systems such as
EAP are made available

e Liaison with external stakeholders

Director e Ensure CRT team is established and Inform CEO
Chairperson of CRT is contacted.
CEO e Overview of process



5.3. Levels 1-2 Low impact Minor or Negligible incident

Staff Member * Report incident within 24 hours If injured report incident to Team
« Make safe site Coordinator/ Team Leader

Contact Emergency services

Reporting to the Health and Safety Unit
is required within 24 hours of the incident
occurring (including all near misses)

Team Leader and/ » Contact Health and Safety team to Report incident to Risk and OHS team
or Coordinator initiate contact with Worksafe within 48 hours

If after hours ensure Duty Officer
contacts WorkSafe

Manager ¢ Sign off on incident report and Review risk control procedures
agreed corrective actions

When notifying of an incident involving a 2) should provide guidance to ensure all
Council operated service or infrastructure information is recorded.

occurs, the staff member or volunteer

involved is to obtain as much information Out of Hours Incidents

of the incident as possible including: Level 3, 4 and 5 incidents that occur out

of hours should be notified via the Out
of Hours Contact number, and to the
appropriate officer.

¢ Nature of the incident
* Exact location

Present situation and ongoing danger
All (Levels 1 & 2) incidents must be

reported to the Team Leader and
Coordinator as soon as practicable.

e Time of incident

Callers details

The Initial contact checklist (Attachment



/. INCIDENT RESPONSE TEAM BY RISK AREA

(this is a prompt for possible contacts)

Financial
Impact

CEO
(Chairperson)

Assets and
Infrastructure

Director
Engineering
(Chairperson)

Environment

Director City
Planning Design
& Amenity
(Chairperson)

Director
Community
Services
(Chairperson)

Director
Corporate
Services
(Chairperson)

Reputation

Director
Corporate
Services
(Chairperson)

Business
Continuity
/ Business
Interruption

Director
Engineering
(Chairperson)

Director Manager Building | Manager Manager Manager Manager Team
Corporate Services Infrastructure Infrastructure |People & Communication |Leader Risk
Services Services Services Procurement | & Customer Management
Services Service & OHS

Manager Manager City Manager Emergency Team Leader |Senior Media & Manager
Financial Improvement Planning & Management | Organisational Communications | Regulatory
Services Design Services | Coordinator Development | Coordinator Services
Manager Manager Environmental Manager Team On-Line Manager
Governance Infrastructure Planner Regulatory Leader Risk Communications | Information
& Commercial | Services Services Management & | Coordinator Services
Property OHS
Financial Services Services Departmental | Departmental Manager
Management |Unit Leader Unit Leader Manager Manager Financial
Accountant Works, Fleet & Works, Fleet & Services

Developments, Developments,

Service Unit Service Unit

Leader Parks & Leader Parks

Waste and Team & Waste and

Leader Transport Team Leader

Transport

Business Unit Manager Manager

Leader Building Community People &

Maintenance Care Procurement

Services

Team Leader Risk Manager Risk

Management Community Management

& OHS / Risk Arts, Culture & Coordinator

Management Library

Coordinator

Department Emergency Department

Manager Services Manager

Contract Contract

Superintendent

Superintendent

10



8 RESPONSE TEAM EACH TYPE OF INCIDENT

The team will meet regularly throughout the period of response to ensure that all

members of the team have up to date information about the situation, understand their
respective roles and responsibilities and have the opportunity to debrief each other with

support on an ongoing basis.

The senior appointee of the IRT will ensure that contact is made with the CEO and other

stakeholders so they are aware of the situation and informed of major developments.

9 MANAGEMENT AND RESPONSE CHECKLIST

Below is a list of tasks which may need to be performed in event of an incident. The

order of tasks is not chronological and the number of tasks is not limited. Tasks will be

determined by the specific circumstances of a critical incident.

Actions Make contact with

|:| Form the Incident Response Team

|:| Next of kin

|:| Gain a clear understanding of the known facts

|:| Staff who witnessed the incident

|:| Plan an immediate response

|:| Contractors

|:| Plan ongoing strategies

|:| Employment Assistance Program

|:| Allocate individual roles and responsibilities

|:| Hospital

|:| Keep careful records throughout the process

|:| Media

|:| Arrange debriefing

|:| Union

|:| Make arrangements regarding possessions

|:| Offer follow up support

|:| Follow up insurance claim

|:| In a case death refer to

1



The team will meet regularly throughout the period of response to ensure that all
members of the team have up to date information about the situation, understand their
respective roles and responsibilities and have the opportunity to debrief each other with
support on an ongoing basis.

The senior appointee of the IRT will ensure that contact is made with the CEO and other
stakeholders so they are aware of the situation and informed of major developments.

All incidents occurring are to be reported as soon as practicable to the identified persons
and stakeholders contained within this procedure.

Post incident review, including response and communications, is undertaken using the
following steps:

1. Debriefing is provided (where required) to the staff involved in the incident

2. The Incident Team will compile a report of the incident and submit to the Risk
Management Committee. If the incident is related to a breakdown of Health and Safety
(People) the matter shall be referred to the Corporate OHS Committee

3. The Risk Management Committee/Corporate OHS Committee will meet to discuss the
incident and actions

4. A summary report will be provided to the Executive Management Team

5. Feedback is provided to the Incident response team, to inform the Incident Response
Plan and future incident responses.

12



CEO

Director Engineering Services

Director Corporate Services

Director City Planning Design and
Amenity

Director Community Services

Manager People and Procurement

Manager Financial Services

Manager Governance & Commercial
Property

Manager Building Services
Manager Communications &

Customer Service

Manager Community Development
Facilities and Recreation

Manager Community Care

Team Leader Risk Management and
OHS

Manager Planning & Design Services

Team Leader Organisational
Development

Risk Management Coordinator

Oversight and Chairperson of Financial
Impact

Chairperson of Assets, Security and

Infrastructure, Business Continuity Crisis
Management Committees

Chairperson of Financial Impact,
Reputation and People Impact
Committees

Chairperson of Environmental Impact
Committee

Chairperson of Public Safety Crisis
Management Committee

Member of People Impact Committee

Member of Financial Impact Committee

Member of Reputation Impact Committee

Member of Public Safety and Business
Continuity Committees

Member of Reputation Impact Committee

Member of Public Safety Committee

Member of Public Safety and Business
Continuity Committees

Member of People, Business Continuity
and Assets and Infrastructure
Committees

Member Environmental Impact
Committee

Member of People Impact Committee
Member of Business Continuity

Committee Assets and Infrastructure
Committees

0408 409 331

0400 584 120

0427 235 800

0414 015 910

0418 375 855

0413 565 91

0414 226 844

0448 557 250

0419 144 968

0417 475 870

0417 329 832

0439 114 084

0478 493 095

0478 880 678

0417 16 014
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ATTACHMENT 2:

INCIDENT INITIAL CONTACT CHECKLIST

1. Details

Name

Position

Phone number

2.  Local

3. Exact Location

Indicate the nearest reference points surrounding the place of the incident
(buildings, roads, natural sights):

4. Nature of the incident / Type of danger (tick /)

People (injuries)

Environment

5. Emergency Services (tick /)

Are they required?

14

Assets or Infrastructure

No

Reputation

Business Continuity

Yes (if yes, tick below)

Police Time
Ambulance Time
Fire Time

Financial

Public Safety




6. Time of incident?

7. Contact relatives or next of kin

8. Assessment using Consequences Table (Page 18)

Completed

Financial Impact Rating
Public Safety Rating
Business Continuity Rating
Assets & Infrastructure Rating
People Rating

9. Responses as per Contracts Table (Page 14)

Completed

10. Has Incident Form been filled out?

Yes No

Initial Tasks of IRT

D

2)
3
4)

Create a clear understanding of the known facts
Plan an immediate response
Plan an ongoing strategies

Allocate individual roles and responsibilities for tasks

Rating

5 = Catastrophic
4 = Major

3 = Moderate

2 = Minor

1= Negligible

15
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Phone 8571 1000 marona) TTY: 133 677 ] - 6 ] )
@ m'vf\ch Speak and listen: 1300 555 727 Find us online www.greaterdandenong.com

R

Fax 8571 5196 Internet: www.iprelay.com.au a www.facebook.com/greaterdandenong

. . TIS: 13 14 50 www.twitter.com/grgaterdandy
@ council@cgd.vic.gov.au www.youtube.com/citygreaterdandenong
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