KEY INFORMATION
Incident Management System
All Support Incidents can now be logged on the Incident Management System on iplanit.
If you do not have access to the internet, then there is a shorter paper format of the INCIDENT REPORT which can be completed and the detail telephoned/emailed to your manager for logging onto the system.

WHO TO CONTACT:
For any support with the system:	Contact your manager or Regional Administrator.
For password assistance:	 	Contact Regional Administrator
Any Feedback about the new system:	Email Chris Pascoe chris.pascoe@advanceuk.org
Any feedback on the Guidance Notes:	Email Chris Pascoe 	

TIMESCALES for:
REPORTING an incident (to Management) by telephone/email and
LOGGING the incident (on the Incident Management System)

	Incident Severity
	Reporting an Incident to Management
	Logging an Incident on the Incident Management system

	Minor Incident
	Within 3 days (Email)
	Within 3 days

	Serious
	Immediately (Email)
	Within 48 hours

	Death
	Immediately (Tel & Email)
	Within 48 hours




SEVERITY & NATURE of an Incident:
It is the SMs and AMs responsibility to check that the SEVERITY and NATURE of the Incident has been correctly recorded and amended if necessary.

ASSIGNING an Incident:
When you log an incident you will need to ASSIGN it to your manager.
It is the SM and AMs responsibility to check that the Incident has been notified (ASSIGNED) to the correct people.  Please see Notification Table (below) which sets out the requirements for notifications of different types of incidents and Notification Table 2 (on intranet).

	Notification Table 1

	Responsibility of:
	Deaths
	Serious
	Minor

	Reportee
	Service Manager/Line Manager
	Service Manager/Line Manager
	Service Manager/Line Manager

	Services Manager/Line Manager
	Area Manager/Head of Department
	Area Manager/Head of Department
	Area Manager/Head of Department

	
	Director 
	Director 
	

	
	Quality Improvement Manager
	Quality Improvement Manager
	

	
	GMT gmt@advanceuk.org
	
	

	
	Health & Safety Business Partner
	
	


FOLLOW UP   
Follow Ups can be completed as soon as an incident closes.  This may be the same day.
In other circumstances ALL FOLLOW Ups will be required within 10 days but the system will send out reminders to you to complete the incident within this time.

DEBRIEFS
New shorter Staff & Customer Debrief Forms are available on the intranet if they are required.

CLOSING AN INCIDENT
All managers who have had an incident ASSIGNED to them must SIGN OFF the incident before it can be closed.  Go to the VIEW INCIDENT and SIGN OFF.



