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Scouts Tasmania Tasmanian Organisation and Procedures

Incident Reporting Procedure

This document is uncontrolled when printed. Please refer to the online version to ensure
you are viewing the most current information.
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Scouts Tasmania Tasmanian Organisation and Procedures

Incident Reporting

Providing a good scouting program involves calculated risk.

Incidents will happen.

» Some will be minor and some will be major.

* Incident reporting is not a means to laying blame. Don’t be afraid to report incidents, as they
are a valuable opportunity for us to reflect on our actions and learn lessons that can benefit
everyone in the future.

1. Defined terms

Please refer to the Glossary to TOPS for definitions of key terms and concepts used
throughout this document. Terms defined in the Glossary are in italics.

2. Background

Scouts Tasmania is committed to the safety and well-being of its youth members,
Leaders, Adult Helpers and the public at large.

To ensure we can uphold this commitment for safety, the reporting of near misses and
incidents is critically important.

Accidents and emergencies can have immediate and far-reaching consequence.

Near misses and incidents, when properly documented and reported, offer invaluable
opportunities for prevention and continuous improvement. They are the "early
warnings" that enable organisations to take corrective actions, develop preventive
strategies, and create a safer organisation.

3. Purpose

The purpose of these procedures is to:

e Ensure that Scouts Tasmania meets its duty of care in recording the details of
incidents and near misses.

e Provide a framework to ensure that serious incidents are investigated.

¢ Identify root causes and corrective actions that may need to be put in place.

e Assist in maintaining insurance coverage for our activities.

4. Scope

These Procedures apply to all:

e Leaders

e Adult Helpers

¢ Committee Members
e Activity Leaders

e Youth members

e Staff
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o Members of the public, including parents, withessing or involved in an incident at a
scouting activity.

Procedure
The online Incident Report Form can be found here.
There are two stages of reporting:
e Short Form — For initial reporting.
e Long Form — For follow-up reporting if needed.

The form can be submitted by:

e Pressing the Submit button on the online form.
¢ Sending it as an attachment to: incidents@tas.scouts.com.au.

e Each incident will be assigned a case number which is to be used for future
reference.

An Incident Report must be lodged and managed by:

e The Leader in charge of the activity; or
e The Group Leader; or
e Person who witnessed the incident.

Reporting Timeframes

e For a critical incident, report immediately to ensure support is provided.
e For a serious incident, report within 12 hours.
e For a minor incident, report within 7 days.

6. Incident Support Team

o The Incident Support Team will be led by the State Commissioner, Risk

Management and comprise the State Commissioner, Adventurous Activities and
other delegates as appropriate.

o The Incident Support Team will:

= Provide live support to the Leader in Charge or Activity Leader during an
incident via the hotline (Insert hotline number).

= Review all reported incidents.

= |dentify near misses and incidents with a high potential for injury, damage, or
loss.

= Assist in investigating serious and critical incidents.

= Recommend corrective actions to the relevant Commissioner.

= Recommend updates to TOPs to improve safety and reduce risk.

7. Incident Categorisation

Incidents and near misses will be categorised by severity as follows:
e Very Low:

o No treatment was or would be required
e Low
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o Did or could require treatment/management by local members with no
ongoing treatment requirements. This might include minor illnesses or
injuries such as minor cut, scrape, bruise etc with no outside medical
assistance required.

e Medium:
o Did or could require attention from a first aid-qualified person.
o Involves a minor breach of procedure or policy.

e High
o Did/could result in referral to hospital or medical/ambulance services
o Includes
» |njury requiring outside medical assistance.
= |njury requiring admission to hospital.
= Serious Breach of Procedure or Policy.
e Very High
o Did/could result in serious illness or injury requiring hospitalisation.
e Extreme
o Did/could result in a fatality or permanent disability.
o Includes:

» |ncidents resulting in serious injury or death
» |ncidents involving Child Safety (refer Child Safety Reporting
Procedure)

Related policies and resources:
e Drugs, Smoking, Vaping and Alcohol Policy
¢ Complaints, Dispute Resolution & Misconduct Policy
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