
	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
	
	


In Addition to the above, incidents involving any of the following should be escalated by the Services Manager/Line Manager as indicated below:

	Notification Table 2
	

	Data, Property Equipment
	ICT

Business Assurance

Health & Safety Business Party

Property Services or 3rd Party Landlord

Finance (insurance claims)
	Philip.jackson@advanceuk.org
Business.assurance@advanceuk.org
Health&Safety@advanceuk.org
propertyserv@advanceuk.org

Insurance.claims@advanceuk.org

	Gas Incident
	Health&Safety@advanceuk.org
GMT
Property Services or Landlord
	Health&Safety@advanceuk.org gmt@advanceuk.org


	Infectious Disease
	Health & Safety Business Partner
	

	Theft/Fraud
	Business Assurance

HR Business Partner (as appropriate)
	Business.assurance@advanceuk.org
hrccc@advanceuk.org


	Advance Employee Incidents only
	
	

	Abuse – Physical/Verbal
	Health & Safety Business Partner

As appropriate:

HR Business Partner
	Health&Safety@advanceuk.org
hrccc@advanceuk.org

	Drug/Substance Misuse
	HR Business Partner
	hrccc@advanceuk.org


	Occupational Disease
	Health & Safety Business Partner

As appropriate:

HR
	Health&Safety@advanceuk.org
hrccc@advanceuk.org


	Work related Injury (serious)
	Health & Safety Business Partner 

As appropriate

HR Business Partner

Finance
	Health&Safety@advanceuk.org
hrccc@advanceuk.org



	Work related violence
	Health & Safety Business Partner

As appropriate

HR Business Partner
	Health&Safety@advanceuk.org
hrccc@advanceuk.org


	
	Nature of Incident
	Email notification to:
	Advance to include in email group
	

	All Serious
	
	IM-Serious@advanceuk.org
	GMT
Philippa Smith
	

	Deaths
	Death expected (Main Form & Employee Form)
	IM - DTH@advanceuk.org
	GMT

H&S

Quality Improvement
	

	
	Death unexpected (MF & EF)
	
	
	

	Data, Property, Equipment
	DPE (main form)
	IM-Resources@advanceuk.org
	PJ

Business Assurance

H&S

Insurance claims
	?? to inform 3rd Party Landlord



	
	Theft/Loss/Fraud (MF & EF)
	
	
	

	
	All within DPE form
	
	
	

	
	DPE (employee form)
	
	
	

	
	
	
	
	

	Health & Safety Incidents
	Infectious Disease (EF & MF)
	IM-H&S@advanceuk.org
	MV

?? Second person for if MV is off
	

	
	Injury Serious (EF & MF)
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Staff Related
	Abuse – All (EF)
	IM-HR@advanceuk.org
	HRCCC@advanceuk.org

	

	
	Cyber Bullying
	
	
	

	
	Drug/Substance Misuse (EF)
	
	
	

	
	Injury Serious (EF)
	
	
	

	
	Infectious Disease (MF & EF)
	
	
	

	
	Death (MF & EF)
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