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• This policy and associated guidelines and procedures apply to incidents that impact children,
students and/or the organisation operations and is brought to the attention of the Service
Provider (Hampton Park Care Group Inc. Executive) regardless of when and where it occurred,
provided it is impacting on the children in our care, clients, students, or community members
within the Hampton Park Community House environment, including excursions.

• Hampton Park Care Group Inc. responsible persons must manage and report incidents in
accordance with the guidance and procedures described.

Details 

This policy applies to incidents that occur during operation hours in the all HPCH Services 
including: 

• outside school hours care
• occasional care
• kindergarten
• community projects, programs and Adult Community education delivered as part

Neighbourhood House and City of Casey and ACFE funded program
• integrated family support program
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This policy describes the requirements for managing and reporting Hampton Park Community 
House incidents, including emergencies. 

Summary 
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• capture and preserve evidence (such as 'notifiable incidents' to WorkSafe or for criminal
investigations)

• contact nominated family or carers.

Stage 2: Reporting an incident or complaint (report for support) 

Following the immediate response, the Domain Area Manager (or delegate-responsible person) is 
responsible for assessing the severity of the incident, using the Severity rating decision-making 
matrix Attachment 3 (attached). 

Incidents are rated as either: 

• Low
• Medium
• High
• Extreme.

Incidents assessed as Low or Medium can be reported directly into incident report on the staff 
portal (by the Domain Area Manager (or delegate) to be reviewed and actioned by the Emergency 
Management Committee (EMC). 

The Domain Area Manager (or delegate -Responsible Person) is to contact the Executive Officer 
(PMC) on 0407482315 and/or the BoG Chair on 0458766123 to report 'High' or 'Extreme' severity 
incidents for support (report for support). The Executive provides immediate advice and directs the 
Manager to services that can support response and recovery. 

Certain incidents require additional steps, including the following: 

• Notifiable incidents must also be reported to WorkSafe on 13 23 60. _The incident site may need
to be preserved until a WorkSafe inspector arrives. A completed incident notification form must
be submitted within 48 hours.

• Any child protection concerns must be reported to Child Protection for mandatory reports or
Child FIRST for any other child protection concerns. Refer to: Protecting Children - Reporting
and Other Legal Obligations.

• Any allegations of criminal conduct must be reported to Victoria Police. Refer to: Department
Protocol on Reporting Criminal Activity.

• Any allegations of sexual offenses committed by an adult against a child under the age of 16
must be reported to Victoria Police. Refer to: Police and Child Protection Interviews.
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Stage 6: Analyse and learn 

This stage provides an overview of the EMC, Wellbeing, Health and Safety's data analysis 
framework for analysis of incident information. 

Related Policies and supporting documents: 

• Child Protection and Child Safe Standards (PROTECT)

• HPCH Staffing policies (including Participation of Volunteers and Students, Code of Conduct)

• HPCH Emergency Management Plan

• Reportable Conduct Scheme

• Safe Transportation of Children

• Mandatory Reporting

• Non-attendance

• Risk Assessment Resource ASEQA

Relevant legislation: 

• Children, Youth and Families Act 2005 (Vic)
• Child Wellbeing and Safety Act 2005 (Vic)
• Health Records Act 2001 (Vic)
• Ministerial Order No.870 - Child Safe Standards
• Occupational Health and Safety Act 2004 (Vic)
• Occupational Health and Safety Regulations 2017 (Vic)
• Privacy and Data Protection Act 2014 (Vic)

References: 
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including­
emergencies/guidance 

QA2 Risk Assessment Resource.pdf (acecqa.gov.au) 

Authorisations: 

Signature of Chair of BOG 

Date of Approval by BOG: 16-02-2022

Hampton Park Care Group Inc. 
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