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In the case of any incident occurring in the course of a Community Connection employee’s 
working day, it must be reported 
 
Some examples of incidents that should be reported include:- 

 Motor vehicle accidents regardless of the superficial nature of damage or injury 

 Incidents with community members which could include verbal abuse, negative 
interactions 

 Behavioural incidents that occur in any setting 

 Injuries sustained (to the Support Worker or to the person receiving support) while at work 
even if the injury is not serious or was not caused by direct contact with anyone else 

 Injuries that occur on your regular journey to and from work 

 Interactions with the person you support and his or her family that are negative or abusive 
 A death in care as provided under sections 7 and 9 of the Coroners Act 2003 which 
imposes a duty to report a death in care even if the deceased died in hospital of natural causes.  
The death of a person receiving support MUST be reported even if:  
o The person died somewhere other than where they ordinarily lived 
o You think the person died of natural causes or 
o You think someone else may have already reported it.   
 

Actions: 
 In the first instance, the worker must phone the office and report the incident verbally to 
any member of the Management team.  If it is outside of office hours and the matter is serious, 
you are required to call the “on call” number. 
 The Management team member will discuss the required actions and assist with putting 
these into action.  This may include:- 
o Arranging a medical appointment or a clearance for work 
o Informing family members of the incident 
o Arranging for transport or support for the staff member of the person he or she supports 
 The staff member must report to the office and complete an Incident/Accident Form on the 
next working day. 



 

Page 2 of 2 
File Path: \\COMM-TSV-S01\Shared Folders\Common\Governance\Procedures\HRPR013 Incident-Accident Reporting Procedure.docx 

Document No: HRPR013                                             Date of Document September 2015 
Note:  This is a “Controlled” HR document and remains so while on the server.  Any documents copied and/or downloaded are 

‘Uncontrolled’ and will not be updated 
 

 Any follow up action will be coordinated by a member of the Management Team in 
consultation with the individual and his or her family and the support worker – depending on the 
incident. 
 In the event that a ‘Death in Care’ occurs, Disability Services at the Department of 
Communities will need to be contacted on 137468 within one business day.   
 


