Quick Guide to Logging an Incident on the 
NEW Incident Management System (iplanit)
An incident can be reported and logged by anyone
Important - If you are not able to access the online incident reporting system please complete the new paper format Incident Form and ensure this is forwarded to your line manager. Copies of these are available to print from the Incident Reporting page on the Intranet.
· Serious Incidents must be reported within 24 hours by phone to your line manager or oncall

· Incidents must be logged on the incident Management system (iplanit) within the correct notification period for the type of incident

	Area
	Steps
	Who is responsible for Completion

	Support
	Stage 1 – Initial Incident Report
	Any staff member

	
	Stage 2 – Incident Follow Up
	Line Manager

	
	Stage 3 – Safeguarding (if required)
	Line Manager

	Housing/Employment/
Property Services/Corporate Departments
	Stage 1 – Initial Incident Report
	Business Assurance Administrator

	
	Stage 2 – Incident Follow Up
	Manager assigned by BA Administrator

	
	Stage 3 – Safeguarding (if required)
	As above
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Logging on to iplanit
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All Support staff should have a login for iplanit to allow them to be able to log an incident.  Other staff may have a login or a nominated person for logging incidents.

There is a link on the Systems page on the Intranet to access iplanit.
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On the login page enter your username and password.

Usernames are usually your full name – firstnamesurname

For example:  joebloggs

On initial login you will have a temporary password that you will be prompted to change.

Should you have any problems with your login please contact your line manager or regional administrator.

Process for Logging of an incident – Stage 1
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Once logged in to iplanit click the Incident Management tab you will see the Incident Screen as shown here.

[image: image6.png]) hitps orcuniplanitor,

p-ac ] ) ) pla

File

Edit View

Favortes Tools Help

%5 ) sbouttsbs < Documotive Worklow [§) Home - Intranet. Qf Offce Supplies Offce Po... £ Venue hire charges - Winc... &) SE Shared Services eSourci..

This screen shows incidents reported recently concerning both staff and customers.

Incident Tracking. *

the number of

idents that have been closed for more then 30 days and should be archived soon.

(] Incident Tracking Help: @
x® [search for : Q| @ty Fiter By Status v @y Fier By Type v
N - |
Incident No. | Name Nature of Incident Severty Date of Incident | Status Time in Status
34 Mary Advance Injury-Minor Minor 26/01/2018  Sent to Manager ©43days
more opianes~.
s Mary Advance (] View Incident terial Serious 13/12/2017  Safeguarding Closed @
more op (2] Medis
2 Test Advance2014. @ "To Minor 16/01/2017  Processing Incident 989 days.
more options>> |+~
B Mary Advance Threatening Behaviour-To self Minor 15/11/2017  Incident Closed @
more options>>




Select Report Incident – 

From here you have 3 choices:
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Incident and Accident – for all customer incidents
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Employee Incident – for all employee incidents

DPE Incident – Any incident that involves Advance Data, Property or Equipment

Depending on which form you are completing the fields may differ slightly but on the whole the 3 forms are very much the same.  This guidance will take you through completing a customer Incident and Accident form but this should give you enough information to complete any of the forms.
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Client Name - Select the name of the Customer who has been involved in the incident.  Please note a separate form will need to be completed for each customer involved

3. Assign to – choose from the list who to assign the incident to – generally your line manager
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All sections of the Incident Form should be completed in full, please use the help functions for simple guidance on completion of the form – indicated by the ?

· Where occurred – record exact location

· Date occurred – select from calendar
· Time – enter this in 24 hour format.  If unknown please enter as NK
· Incident Severity – select either Serious, Minor or Near Miss

· Nature of incident – choose from drop down list
· Reported by – select either your name or the name of who informed you of the incident

· Name if 3rd Party notification

· Description of incident: The incident should be clearly explained so someone who did not witness the incident can understand what has happened.
· Use Dates/times where possible to clearly explain the facts

· Keep it factual

· Include indicators or events that led up to the incident
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Immediate Actions taken – record what happened directly after the incident, if quoting someone, use their own words and make it clear who said what, again include timelines. 
· Others involved – make a note here of anyone else involved in the incident or N/A
· Services / Others Contacted -  complete each section 

· Save by clicking the Save button at the bottom of the screen and complete the pop up screen and click Save – please note if the pop up does not appear please return to the form as you may have missed a section. Any missed sections will be highlighted by a red box.

The incident form has now been submitted to the assigned Manager(s) and will have been assigned a unique incident number.   

Adding Additional Information

Further information or documents such as a body map can be added at any point after an incident is saved by the reportee using the Incident/Accident Event Log or Media.  
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This is done by locating the incident from the Incident screen and going to the ‘more options’ and choosing the relevant option.



Any document can be uploaded as Media but must be already saved to your computer. 

1. From the more options menu choose Media.
2. Choose the documents tab and click Add Media
3. From the File Upload Form click Add Files


4. Locate the required file from your computer system and click Open

5. Type in a Title and a description, these are Mandatory fields

6. Click Start Upload.  



Once complete close this window by clicking on the X.

Click the Go Back button to return to the main Incident Tracking screen
Incident Event Log


1. From the more options menu choose Incident/Accident Event Log
2. Click Add Log
3. Complete all sections with all the details and click Save.
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