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Checklist for NDIS Providers

NDIS Commission's guidance on incident management and reportable incidents, the following
checklist is updated to ensure a more comprehensive and effective incident management system for
NDIS providers:

1. Policy and procedure development

[1 Develop clear policies and procedures for incident reporting and management in line
with NDIS Commission guidelines, including identifying, managing, and resolving
incidents

[0 Regularly review and update these policies and procedures
2. Staff training and awareness

[J Train all staff in incident identification, reporting, and management, as well as the
NDIS Code of Conduct and incident management obligations

[J Conduct ongoing training and refresher courses

[J Foster a culture of open communication, continuous learning, and improvement
3. Incident reporting system

[J Implement a user-friendly, secure, and confidential incident reporting system

[0 Encourage staff to report incidents promptly, regardless of severity

[]  Monitor and track incidents in real-time
4. Incident classification and prioritization

[0 Develop a consistent classification system for incidents, including reportable
incidents (death, serious injury, abuse or neglect, and unlawful sexual or physical
contact), as per NDIS Commission requirements

[J Prioritize incidents based on their potential impact on participant safety and well-
being

5. Incident investigation

[J Conduct thorough investigations of all incidents, particularly reportable incidents,
within the required timeframes

[J Identify root causes and contributing factors
[J Preserve evidence and documentation
6. Corrective action and follow-up

[J Develop and implement corrective action plans to address root causes and prevent
recurrence

https://incidentplus.com.au https://eleafsoftware.com.au/
1|Page




0%5% Plus

ch’“‘*‘“ 0 B I

[0 Monitor the effectiveness of corrective actions and make adjustments as needed

[J Communicate the outcomes of incident investigations and corrective actions to all
relevant stakeholders, including the NDIS Commission when required

7. Notification and reporting to the NDIS Commission

[J Notify the NDIS Commission of reportable incidents within the specified timeframes
(24 hours for incidents resulting in death or serious injury, and 5 business days for
other reportable incidents)

[J Submit incident management system records to the NDIS Commission upon request
8. Monitoring and evaluation

[J Continuously monitor the performance of the incident management system

[J Regularly evaluate the system's effectiveness and make improvements as needed

[J Use data and analytics to identify trends and areas for improvement
9. Regulatory compliance

[J Ensure compliance with the NDIS Commission's rules and guidelines, including
mandatory reporting of reportable incidents

[J Maintain up-to-date documentation for audits and inspections
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