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Description automatically generated]Emergency Management Plan 
Step 1: 
Identify and respond to emergency, incident or accident immediately.
This step involves identifying an incident and the immediate actions the COO takes, including the following:
Respond to the immediate needs of patients, staff or other parties.
Contact emergency services if required.
Enact the service’s emergency management plan (EMP). 
Collect and protect evidence of the emergency or incident.
Contact emergency contacts of individuals, where appropriate.
Step 2: 
The COO or other relevant staff and/or patients report the details of the emergency, incident or hazard.
[bookmark: _Hlk100233348]Staff are responsible for the following:
Immediately after the emergency, injury or incident, the COO must assess the severity of the incident. 
The COO must immediately contact WorkSafe and report all accidents, injuries and incidents.
Demonstrate evidence of complying with the Duty of Care Policy.
Report the incident to the CEO immediately.
Never leave patients alone in an emergency or incident.
Patients are responsible for the following: 
Follow the directions of the staff and take steps to protect their own safety and wellbeing.
Complete and submit the WorkSafe Incident Notification Form to the COO within 48 hours.
Step 3: 
Provide ongoing support for recovery and return-to-care strategies.
All Health United staff are responsible for the following:
Comply with all WHS policies when managing all incidents involving patients and/or staff.
Provide affected patients and staff with appropriate support for recovery and return-to-care strategies.
Staff and patients are responsible for the following:
Comply with all WHS policies when managing patient and staff incidents.
Cooperate with the COO and/or WorkSafe and follow all WorkSafe advice and guidelines.
Step 4: 
Investigate
The COO is responsible for: 
overseeing a formal incident investigation within 24 hours of the incident, which has been reported to WorkSafe.
Staff and patients are responsible for:
cooperating with the COO and relevant personnel to provide factual and timely reports and evidence.
Step 5: 
Review and complete the incident.
The COO is responsible for: 
requesting review and completion of reports from all individuals (staff and patients) directly impacted by the incident. 
Staff and patients are responsible for:
cooperating with the COO and providing factual and timely reports and evidence when required.
Step 6: 
Analyse and learn.
The COO is responsible for: 
providing an overview of the departmental framework for data analysis of the incident information
reviewing Health United’s procedures and implementing relevant professional learning for staff.
Staff and patients are responsible for:
reflecting on the emergency or incident and taking steps to prevent the risk of similar incidents from occurring again.
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