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	Critical Incidents



Policy 

Critical incidents are, by their very nature, disruptive events. This organisation has a duty of care towards all clients, staff and visitors who may be affected by such an incident. It is important that the organisation is in a state of readiness to deal with a critical incident effectively and professionally. The guidelines outlined in this policy have been developed for this purpose.

Aims:
The aim of this policy is to ensure that all staff, paid and unpaid understand what constitutes a critical incident and the actions to be taken when a critical incident occurs and during the period following an incident.

Responsibilities:

The Board of Management is responsible for:
· Monitoring and reviewing all organisational policies and procedures; and

· Auditing compliance with policy provisions, record keeping and training.

The General Manager is responsible for:
· Providing advice and support to staff; and

· Ensuring all Critical Incidents are investigated fully and appropriate rectifying action undertaken.

All Staff are responsible for:

· Adhering to all policies and procedures of the organisation; and

· Ensuring they are fully aware of and understand their obligations in relation to Critical Incidents.

What is a critical incident?

A critical incident is a traumatic event, or the threat of such, with is life threatening or perceived as such by the individuals concerned. Those affected include survivors, bereaved, witnesses and helpers.

 Such events can cause people to undergo unusually strong emotions such as shock, distress or horror and which can reduce ones ability to react in an adequate manner. Examples of critical incidents include:

· suicide or attempted suicide;

· physical assault, including sexual assault;

· accidental death or serious injury;

· serious threatening behaviour;

· fire or explosion;

· road accidents;

· incidents involving firearms or bombs;

· theft, especially of a recurrent kind.

The same Critical Incident processes will be followed where a “near miss” occurs.
A “near miss” can be defined as an occurrence which, had it not been averted may have led to harm to persons or property. A near accident in a vehicle on a regularly travelled route would be seen as a “near miss” and reported as a critical incident.

Communication

When a critical incident occurs, good and effective communication is vital. Good communication ensures the organisation responds to the incident quickly, appropriately and with a minimum of disruption to all involved.

Contact Persons
The organisation has a number of contact persons available twenty-four hours a day, and are to be contacted in the first instance should a critical incident occur. This person will determine the nature and seriousness of the incident and will advise on what needs to be done. For incidents of a serious nature as outlined above, it will be necessary to inform the General Manager who will make a decision as to informing the Board of Management or other members of the community.

Who are your contact persons?

The contact person will be the person on-call each week. This position rotates on a weekly basis. Information regarding on-call staff is posted in each work site monthly.

Contact will be made with the contact person if a critical incident occurs, or there is the potential for such an incident to occur. 

What to do in an emergency.
In an emergency situation where immediate assistance is required, (such as a fire) staff may make the decision to make the initial contact with the appropriate agency/service and notify the contact person immediately afterwards. Phone numbers for emergency services are to be located in all work sites. 

Contact with other agencies.
The General Manager is ultimately responsible for contacting outside agencies, organising the dissemination of information, arranging for counselling or debriefing procedures, and contacting next of kin should this be necessary. The General Manager will also inform the President of the Board of Management and keep the Management fully informed.


Any queries from the media are to be directed to the General Manager. At no time are staff to provide information or comment to any external person or agency without the permission of the General Manager or Board of Management.

Initial and Ongoing Support.
It is important that persons involved in or affected by a critical incident receive the support they need. An Employee Assistance Program is funded by the organisation to provide immediate and long term counselling and debriefing for staff as required.  Where the incident has caused trauma to family members, support is to be extended to these persons as well. 

This support will continue to remain in effect for as long as is necessary. This may be a matter of weeks, months or even longer. If a person continues to have difficulties, it may be necessary to refer him or her to a specialist counselling service. 

Where a critical incident is work related, the staff members involved are to be referred to WorkCover Queensland.

Follow-up Procedures.
It is important that the organisation returns to normal as soon as possible following a crisis. 

Within twenty-four hours of a critical incident occurring, the General Manager will notify Disability Services Queensland on the appropriate form. Within a week, the General Manager will assess the procedures followed and prepare a report for the Board of Management to be tabled at the next meeting.
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