Aged Care Incident Response Plan Template
Section 1: Incident Report Form
To be completed by staff as soon as possible following the immediate response to an incident.
1.1 Incident Details
· Date of Incident: ____________________
· Time of Incident: ____________________
· Location: ___________________________
· Person(s) Affected: * [ ] Resident
· [ ] Staff
· [ ] Visitor/Other
1.2 Description of Incident
Provide a factual description of what happened.


1.3 Immediate Actions Taken (Checklist)
· [ ] Provided first aid
· [ ] Conducted post-incident resident assessment
· [ ] Called emergency services
· [ ] Notified the resident's family/representative
· [ ] Ensured environment is safe
1.4 Incident Classification
Common Incidents:
· [ ] Fall
· [ ] Medication Error
· [ ] Other: __________________
Serious/Reportable Incidents:
· [ ] Unreasonable use of force
· [ ] Neglect
· [ ] Unexpected death
· [ ] Other serious incident

Section 2: Management & Follow-Up
To be completed by Managers or Clinical Leads.
2.1 Formal Classification
· Severity: [ ] Low [ ] Medium [ ] High [ ] Critical
· Regulatory Reportable: * [ ] Priority 1
· [ ] Priority 2
· [ ] Non-reportable
2.2 Notification Checklist (External Bodies)
· [ ] Aged Care Quality and Safety Commission
· [ ] Police
· [ ] Work Health and Safety (WHS)
· [ ] Coroner
2.3 Open Disclosure
Document the Open Disclosure process initiated with the resident and/or representative.
· Date of Discussion: ____________________
· Key Points Discussed: ________________________________________________
2.4 Root Cause Analysis (RCA) & CAPA
· Root Cause Identified: __________			______________________________________
· Corrective and Preventative Actions (CAPA):
1. 
2. 

At-a-Glance Incident Response Flowchart
Staff quick-reference guide.
1. Immediate Response (The First 5 Minutes): Ensure safety and provide immediate care/first aid.
2. Report (The Next 15 Minutes): Verbally report to a supervisor.
3. Document & Classify (The Next 60 Minutes): Complete the Section 1 Incident Report Form.
4. Investigate & Action (The Next 1–7 Days): Management conducts Root Cause Analysis and identifies CAPAs.
5. Review & Close (Ongoing): Final review, close out the incident, and share learnings with staff.
						
