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SAMPLE CRITICAL INCIDENT PLANNING POLICY
Rationale and Aims:
Critical Incidents may have a severe emotional and/or physical impact upon people. During a Critical Incident, a coordinated, systematic response is required to restore stability and to create a sense of safety and security for all involved.

The key aim of this Policy is to assist the Organisation in preparing to respond to a Critical Incident.  Accordingly, the procedures, flowcharts, checklists and guidelines provided in this Policy and attachments are designed to assist in the planning and implementation of an inclusive response to manage any critical incident effectively and to restore a sense of safety and security to the staff and clients.

Definitions:

A Critical Incident is defined as a physical event, a series of events or psychological trauma which has severe immediate impact and likely long-term effects on the individuals involved. These may include, but are not limited to:

· the death, suicide or disappearance of a client or staff member;
· the destruction of part or the whole of the facility;

· major vandalism;

· acts of terrorism;

· extremely damaging media attention;

· a sexual assault;

· a natural or other major disaster in the community such as fire, flood, epidemic;

· enforced closure of the facility.

Critical Incident Team is the group of personnel established to manage a Critical Incident. This should include those with appropriate expertise as well as others who have personal qualities appropriate to crisis management. One member of the Management Team will lead the Critical Incident Team.
Commitments:
We make the following commitments:

1. to demonstrate a commitment to the principles of best practice with regards to the management of critical incidents across our organisation;

2. to ensure that our duty of care for staff and clients is fulfilled to the best of our ability and in keeping with legislative responsibilities;

3. to provide an environment of support in which stability and a sense of safety can be restored at the earliest possible time following a critical incident;

4. to minimising short and long term disruption to services

5. to care for both the physical and emotional well-being of staff, clients and families.

Major Strategies for Implementation of Aims:
1. Regular, planned professional development of staff in the areas of prevention, preparation and response to critical incidents.
2. Regular liaison with local community services and service providers to develop and monitor strategies for use of alternate facilities/resources if required and the communication of information when required.

3. At the time of a critical incident, implementation of a Critical Incident Plan for:

a. Immediate action

b. Additional action

c. Follow-up – monitoring, support, evaluation

d. Staff and client Education

e. Restoration of Wellbeing

Organisation:
Management Team (CEO or HR Manager) is responsible for:

· overseeing the coordination of any critical incident response

· establishing and leading the Critical Incident Team

· developing and implementing a Critical Incident Plan

· liaising with the Media, CEO, Police, Families

Managers are responsible for:

· professional development of Staff for prevention, preparation and response to critical incidents

· monitoring of staff needs throughout a critical incident response

· determining the level of counselling/other support required from external authorities

· setting up and staffing recovery room

· liaising with relevant external support agencies

Supervisors are responsible for:
· monitoring of individual staff and clients

· implementation of actions as required by the Critical Incident Team

· referring staff and clients to support services

Resources:
The nature of critical incidents is such that resources cannot always be provided in anticipation of events. For this reason, the Management Team will use its discretion to provide adequate resources – both physical and personnel – to meet the needs of specific situations.
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a. Immediate response
1. The Management team assesses the risk to staff, clients and others and takes action to make them safe from further harm. 

2. Where there is a risk of further harm or other life or property the assistance of emergency services must be requested immediately. 

3. Arrange medical treatment as soon as possible if necessary, and provide immediate appropriate personal support, and other assistance reasonably required. 

4. Identify the full name of those involved in the critical incident, if possible. 

5. Contact the CEO who will advise on the need for further action. 

6. The Management team is to make notes of key facts of the incident at the first available opportunity. 

7. This phase is completed when those involved are safe from further harm, in receipt of necessary immediate support and services, and in a stable care environment.

b. Secondary response
1. The Management team is to identify other interested parties who may need to be notified or may be affected by the incident and advise the CEO who will advise on an appropriate communication and support response. 

2. Sensitivity to the wishes of those involved in terms of contact and notifying others must receive high priority where it does not conflict with statutory obligations. 

3. The Management team is to arrange access to counsellors and/or pastoral care for clients and staff affected, as required 

4. The Management team is to establish an information point for clients, family and others who have a legitimate interest in the matter. 

5. The CEO in conjunction with the management team, is to make all necessary arrangements depending on the situation (eg extra security, alternate accommodation, funeral arrangements etc.) 

6. The CEO will be responsible for all media contact to provide a briefing about the incident if required
7. The CEO and Management team will develop a concise Incident Recovery Plan with objectives, actions, responsibilities and timelines. 

8. The Management team will make a full written report of the incident and response. 

9. This phase is complete when all affected parties have been notified and support services have been mobilised as required, necessary practical arrangements made, and an Incident Recovery Plan (IRP) developed and implemented.

c. Follow up response
1. Continue implementation of the IRP until any further response is assessed as unnecessary. 

2. Review the implications of the incident for ongoing services and determine the need for alternative accommodations and implement a support plan if required. 

3. Update critical incident reports regularly until the response period is completed. 

4. Review the incident and identify implications for future responses. Develop plans and amend policy if necessary to prevent a recurrence of the incident or any shortcomings in the response.

iv) Critical Incident Reporting
1. The Manager managing the critical incident is required to establish the facts and keep detailed records. 

2. These records must be kept on the staff/client’s file marked confidential. 

3. These records may be used in the case of coronial enquiry, media interest and police. 

Evaluation:
This policy shall be evaluated against the aims in the month following a critical incident response or at least every two years by the CEO in consultation with the Management Team and OHS Committee(Reps) if present.
Sample Critical Incident Report

Date of incident: ____/_____/_____
Time of incident  _______________________

Location (include address where applicable):  _____________________________________

Name of person completing form _______________________________________________

Position of person completing form  __________________________ Contact no: ________

Employees/Volunteers/others involved in incident:

1. Name
__________________________________ 


2. Name: 
_________________________________  


3. Name:
__________________________________ 


4. Name:
__________________________________


5. Name:
__________________________________ 

Clients involved in incident:

1. Name:
 _________________________________


2. Name:
__________________________________   


3. Name:
 __________________________________ 


4. Name:
___________________________________


5. Name:
___________________________________


Description of incident and background (relevant Information leading up to the incident, circumstances, whether the incident was witnessed and other relevant issues): 

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Who was informed of the incident (Manager, Police, Fire Brigade) and when?

1. __________________________________

2. __________________________________

3. __________________________________

4. __________________________________

5. __________________________________

Actions taken to date: (including date and time of contact that Manager and other agencies were informed, as well details of support provided):

1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

4. __________________________________________________________________

5. __________________________________________________________________

Follow up action planned:

1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

4. __________________________________________________________________

5. __________________________________________________________________

6. __________________________________________________________________

Critical incident report form authorised by:

____________________________________
Date: _________________


(Signature of Employee)

____________________________________
Date: _________________



(Signature of Manager)
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