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Essential Summary

Youth Justice NSW is committed to achieving an environment that is safe for young people,
employees, and visitors and to safely resolving incidents using interventions that are
proportionate to the level of risk presented.

Effective management, reporting, assessment, and review of incidents are important in

order to provide proactive interventions for the prevention of similar incidents in the future.
Understanding when and how to report an incident is essential knowledge for all youth justice
employees.

This policy provides information to assist youth justice employees to identify what
constitutes an incident; the specific types of incidents and how they must be reported,
assessed, and reviewed; and mandatory reporting requirements.

This policy applies to all Youth Justice Business units and employees when responding to an
incident directly related to working with young people.
It provides a comprehensive framework for responding to, reporting of and reviewing incidents.

The policy incorporates the DCJ Critical Incident Management Framework (CIMF) and the Critical
Incident Management Escalation Pathway.

Printed or saved copies of this document may not be up to date.

Please check in the Operations Manual (TOM) to ensure you have the latest version
before using this document.
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1. Scope

This policy applies to all Youth Justice Employees, whether employed on a permanent,
temporary, or casual basis who has been involved in an incident, witnessed and/or had
an incident reported to them.

2. Purpose

The purpose of this policy is to:

¢ inform all Youth Justice Employees of the requirements for reporting
and following up after an incident

e establish the proactive notification of incidents, to stakeholders responsible
for responding to requests, arising from a specific incident

e provide clear definitions and requirements for detailed content and quality
required for incident reporting

e identify clear approver levels and governance of incident reporting

e clarify definitions for the instances when debrief and reviews are required

e determine appropriate CIMS data entry timeframes and timeliness standards
for reporting

e set out how officers of YINSW are to conduct their work in order to assist the
Secretary to discharge his or her functions under the Children (Detention Centres)
Act 1987 and Children (Detention Centres) Regulations 2015 (NSW).

3. Definitions

Analysis and review means to conduct an objective review of an incident to assess if:

e non-compliance with policy, procedure and/or legislation has led to the incident
occurring

e current policy and procedure do not meet information or instruction
requirements

Centre Manager means the person for the time being in charge of the centre.

Critical Incident means an incident as per Section 4 of this policy that is listed in the
Critical Incident Management Escalation Pathways as Category 1 or Category 2 under
Youth Justice and/or Enterprise.

Debriefing is the structured reflection and revisiting of an event, to explore and extract
the learning offered by the experience.

Incident participant means any employee working in custody, the community and a
visitor to a Youth Justice facility who is an alleged victim, witness, or participant in an
incident.

Employee refers to people employed by Youth Justice NSW on a permanent, temporary,
casual or fee for service basis (including sessional supervisors and mentors).

Event means an occurrence or change of a particular set of circumstances.

Must indicates a mandatory action to be complied with.
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Operations Director means an employee of the Division known as Youth Justice NSW who is in the
role of either the Director Operations & Metropolitan Custody; Director Community & Regional
Custody Northern; Director Community & Regional Custody Southwestern or Director Policy and
Practice.

Reportable conduct means any sexual offence or sexual misconduct committed against, with, or
in the presence of a child including a child pornography offence, any assault, ill- treatment, or
neglect of a child. (As defined in Section 41 of the Children’s Guardian Act 2019.)

Sexual misconduct includes conduct that does not necessarily equate to a criminal offence. For
sexual misconduct to constitute reportable conduct, the alleged conduct must have been
committed against, with, or in the presence of a child. There are three categories of sexual
misconduct in addition to sexual offences:

e crossing professional boundaries
¢ sexually explicit comments and other overtly sexual behaviour
e grooming behaviour

Should indicates a recommended action to be complied with unless there are sound
reasons for taking a different course of action.

Young people/person means all children and young people with whom Youth Justice
employees have contact with in the process of their work. This may include children and
young people who have been referred for a Youth Justice conference, subject to
community supervision or detained in a Youth Justice NSW centre.

Youth Justice Workplace means any location or setting where employees conduct
functions linked to the management and care of a young person. This includes YJNSW
centres and community offices and extends to field work that takes place outside Youth
Justice premises, such as community location, or a young person or victims’ home.

4. Whatis an Incident?

Anincidentis anunplanned eventin the workplace involving a young person, which
caused, or had the potential to cause harm to people, property, the environment,
business operations or reputation.

An incident includes, but is not limited to one or more of the following:

death of ayoung person

escape or attempted escape from custody or from leave of absence
riot or major disturbance

assault

self-harm

attempted suicide

young person or employee safety threat

threat or breach of security

medical emergency

discovery of drugs or other illicit items found within the workplace
damage to property
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5. Emergency Lockdown System

On the recommendation of a security review conducted in 2019 (the Lee Shearer Report) an
Emergency Lockdown System (ELS) has been developed and installed in all NSW Youth Justice
Centres. Each system is specifically tailored to the individual centre and has been designed to
isolate and contain any incidents to prevent them from escalating and threatening the good order
of the centre.

Each centre has developed a local centre procedure which provides information in regard to
employee roles, responsibilities and authorisation levels for activation and deactivation of the
ELS. The Director Operations and Metropolitan Custody must approve all local centre ELS
procedures.

6. Reporting an Incident
6.1 Client Information Management System (CIMS)

All incidents related to young people must be recorded in CIMS. To ensure that up to
date information is available to a range of audiences, incidents must be recorded and
completed in CIMS on the day of the incident, unless there are exceptional
circumstances that prevent this from happening.

The YJ Executive Leadership Team, the DCJ Secretary and the Ministers Office are
briefed on incidents occurring across YJNSW.

All other corresponding reports must be fully completed, checked, and finalised
within 36 hours. The completed record must include a staff report (CIMS) from:

¢ allemployees present during anincident involving a young person and/or
e an employee having received a verbal report of an incident by an employee who
does not have direct access to CIMS

The following are potential consequences of incidents that require the event to be
reported on CIMS:

causes death, injury or requires medical intervention

involves emergency services or other outside intervention

affects division reputation through media attention or another source
legal action or evidence that could be referred to the court system
involves an external agency or department
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e involves reference to extremist groups or other security related activity
e requires involvement of the employee assistance program, work cover or union

Ifitis assessed that reporting the incident in CIMS is not necessary, a brief
description of the event and actions taken must be recorded as a case note and sent
to the

employee’s supervisor for approval.

6.2 Content of information

As with all YINSW documents, incident reports are legally accountable, objective, and transparent
documents which may subpoenaed or requested by a number of bodies at any given time.

A sequenced account of the circumstances leading to the incident, people involved and a
thorough account of follow up actions (such as debriefing, incident analysis and review, referrals
to JH&FMHN etc.) must be included in every report in a timely and accurate fashion.

The following criteria must be incorporated as applicable:

circumstances leading up to the incident

description of the incident

concise and accurate details of the incident

withesses

if any implements of self-harm/weapons were obtained and action taken
injuries/medical treatment - specific details of all action taken

referrals to psychologists/support services

adherence to policy/legislation

assessment of employee action

action taken/recommendations (e.g., debriefing/incident analysis and review)
employee rostering implications for next shift(s)

level of supervision

evidence of injuries or significant property damage

6.3 Quality of Data and Level of Detail

Youth Justice Reports are legally obtainable documents, and must be written factually,
objectively, and consistently; to ensure this, report writing must be guided by the following
principles:

short sentences, paragraphs or dot points written in active voice

avoidance of jargon, technical or specialist terms without a clear explanation
avoidance of discriminatory language, colloquialisms, or emotive language
avoidance of repetition

correct reference to all sources of information

The quality control of incident reports rests with area and centre managers.
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7.Reporting Critical Incidents in DCJ

7.1 Critical Incident Management Framework

The DCJ Critical Incident Management Framework (Framework) and Critical Incident Management
Escalation Pathway were approved in July 2021 by the DCJ Board.

The Framework establishes the minimum requirements for handling critical incidents and provides
business areas with a principles-based approach to developing appropriate service-level policies,
standards, and procedures.

7.2 Critical Incident Management Escalation Pathway

The new Escalation Pathway supports the Framework and has been developed to add rigor,
consistency, and transparency to the approach for escalating critical incidents internally and to
our respective Ministers. It aims to minimise the human, operational, financial, legal, regulatory,
reputational, and other material consequences arising from a critical incident.

7.3 Reporting a Critical Incident

A critical incident is any incident that occurs in a YINSW workplace that is listed in the Critical
Incident Management Escalation Pathway as Category 1or Category 2 under Youth Justice and/or
Enterprise.

When an incident occurs in YINSW, the YJNSW Manager responsible for the incident response
must refer to the Critical Incident Management Escalation Pathway to determine whether it
requires reporting to the Office of the

Secretary (OSec) or Minister’s Office (MO).

The YJNSW Corporate Affairs team will review and coordinate the YJNSW Critical Incident Report
via the YJNSW Executive Director to the Deputy Secretary. The Deputy Secretary coordinates the
reporting to the Osec and MO.

A Briefing Note is no longer required for reporting critical incidents, unless YINSW is specifically
requested by the Deputy Secretary following submission of the YINSW Critical Incident Report.
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The below extract from the DCJ Critical Incident Management Escalation Pathway identifies
Category 1 and Category 2 incidents under Youth Justice and/or Enterprise

Category

Youth Justice

Category 1

Requirements

Requires escalation to the
Minister’s Office as soon as
information available

All notifications require
approval from OSEC and
appropriate Deputy
Secretary prior to
escalation

Death of a child or young
person under supervision orin
custody

Serious injury of a child or
young person under supervision
or in custody

Child or young person escaping
from custody

Incorrect release of a child or
young person in custody
Illegal incarceration of a child
or young person

Child or young person in
custody becomes pregnant or
requests a termination of
pregnancy

Allegation of a serious assault
or serious criminal offence
committed by a child or young
person under supervision or in
custody

Any serious incident or
contentious issue with potential
to become a matter of public
interest, including media
attention and financial impact,
or results in potential loss of

public confidence

Enterprise

Death of a staff member
connected to the provision
services

Serious injury of a staff
member connected to the
provision of services
Allegation of a serious
assault or serious criminal
offence by a staff member
connected to the provision
of services

Serious incidents
disrupting critical services
to DCJ clients

SafeWork NSW
notification issued

Any serious incident or
contentious issue with
potential to become a
matter of public interest,
including media attention
and financial impact, or
results in potential loss of
public confidence
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Category
Requirements Youth Justice Enterprise

Requires escalation at least N/A e A databreach or compromise
to the Deputy Secretary event which is likely to escalate
and may be escalated but cannot yet be confirmed and
further as determined by impact cannot be determined
Deputy Secretary e Seriousinjury potentially arising

from work activities or the
workplace of that staff member

e Alleged criminal activities in, or
related to, the workplace

e |ndustrial disputes that potentially
may affect a service’s operation

e Improvement/prohibition notices
issued by SafeWork NSW to DCJ
and service provider

e Prevention notice issued by NSW
Environmental Protection
Authority for radiation incidents

e Recovery of previously unreported
missing classified material/or
assets

e Non-compliance with physical
security controls in place to
protect DCJ people, information
and/or assets

e Actiontorevoke or deny a security
clearance

e |IT Major Incident under Situation
Management severely impacting
the operation more than 25% of
the organisation

Category 2

7.4 Injuries to employees and young people

Incidents involving serious injury to an employee or young person are likely to attract community
or media attention. The Director Custodial Operations or Director Community are the first point of
contact if employees have any questions.

When an employee or young person sustains an injury, the YINSW Critical Incident Report must
include as much information that is known at that point in time (See Section 12 below for reporting
in SAP - SafetySuite).

The Area/Centre Manager and Operations Director must be provided with details regarding the
nature of the injury and treatment as soon as additional information is known.

Employees that require medical treatment are to be accompanied to hospital by another
employee when transported by ambulance.

Young people who require medical treatment, with the inclusion of a possible head injury
assessment and monitoring, during Justice Health NSW (JHNSW) clinical working hours, must be
seen by the JHNSW nurse. If the Young Person refuses to go to the Clinic, the JHNSW nurse must
attend the unit or the young person’s location, to conduct a medical assessment.

For young people requiring a medical assessment outside of JHNSW clinical working hours, the
Contacting the After-Hours Nurse Manager Resource and Flow Chart must be followed.
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7.5

Incidents outside the scope of a YINSW workplace

If an incident occurs that involves a young person or an employee which caused or had the
potential to cause harm to people, property, the environment, business operations or

reputation; however, the incident did not occur within the scope of a youth justice workplace, the
Operations Director must be notified to determine what reporting is required.

8. Governance and Approvals

YIJNSW Incident Reports are thoroughly reviewed daily by the Custodial Support Team and
Security and Intelligence Unit. The outcomes of these reviews may be provided to the Executive
Director, Ministerial Services, Director Custodial Operations, Director Community, and other key
government stakeholders at certain times.
To ensure effective governance and timely approval of incident reports, the below table highlights
the minimum levels of approval and the circumstances that would prompt approval to be

escalated.

Description

Incident
Supervisor

1<t Level
Approver

2rd Level
Approver

3 Level
Approver

Any employee working in custody or
community who is involved in an incident as a
participant, victim, or witness

The supervisor or manager who is
supervising the incident participant(s) at the
time

Refers to the immediate manager of the
incident supervisor

The second level approver must be nominated
in the following instances:
e Medical intervention is required
e Emergency services are involved
e Safety or wellbeing of employee has
been compromised

e Policy and procedure may not have
been followed

e Ayoung person or employee has been
injured

e Whenan allegation of misconduct has
been made

e The safety of a Youth Justice service
location has been compromised

e Presentsrisk to the reputation of the
division

Third level approver must be nominated to
further approve the above incidents that might
be of interest to the Executive or Minister
including

Major disturbances

Young person on roof

Death, serious injuries, and illnesses

Incidents involving weapons
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All employees

Shift
Supervisor or
Higher

Unit Manager
or Higher
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Manager or
Higher

Area Manager/
Centre
Manager or
Higher
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9. Follow up
9.1 Incident Debriefing

Many events in the workplace can affect people physically and psychologically. Effective
management of unforeseen situations can assist to minimise negative impacts.

Debriefing is the structured reflection and revisiting of an event, to explore and extract the
learning improvement opportunities offered by the experience. This reflection promotes learning
from all participants in personal and professional development and improvement of practice. The
process may also assist an employee in identifying a need to seek professional support if they are
adversely affected by a traumatic event.

Debriefing should be conducted after every incident as soon as it is operationally feasible. This is
to ensure that the wellbeing of those involved in the incident is followed up appropriately and in a
timely manner.

Employees must be reminded of the availability of the Employee Assistance Program (EAP).
Managers may also request on-site support from the EAP provider following an incident if
required.

9.2 Informal Debriefing

The purposes of an informal debrief or ‘hot’ debrief is to ensure all employees
and young people are safe and to determine reporting requirements such as:

checking safety and wellbeing of employees, young people, and location
ensuring all urgent medical and security issues are attended to
obtaining sufficient information for reporting purposes

checking if victims want the matter reported to any external agencies
providing employee with EAPS details.

implementing measures required to resettle the centre/location.
determining whether employees are required to work overtime to follow
policy/procedure

e informing upper management of the incident as required

9.3 Formal Debriefing

Formal or ‘cold’ debrief should be recommended by the incident manager after reporting is
completed, external agencies have been contacted, and all urgent medical and security issues
have been attended to.

Formal or ‘cold’ debriefing is more structured, planned and must occur after an incident that:
requires medical intervention

involves emergency services

compromises safety or wellbeing

presents risk to the reputation of the division

Formal debriefs must be documented as follow up actions in CIMS, and copies of any notes and
actions taken marked as confidential and placed on the employee(s) personal file.
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There may be a few additional instances that require debriefing, which may be determined by the
incident supervisor or incident manager.

9.4 Incident analysis and review
Effective analysis and review of incidents is important in order to provide proactive interventions
for the prevention of similar incidents in the future.

Conducting a critical analysis of an incident and documenting clear recommendations, provides
for an environment that is continually improving in incident management. The information
obtained should be critically assessed and followed up as appropriate.

The need for a critical analysis and review should be based on the following circumstances:

a failure to follow policy and procedure

a young person or employee has been injured

when an allegation of misconduct has been made

the safety of a Youth Justice service location has been compromised
presents risk to the reputation of the division

9.5 Processes

The Formal Incident Debriefing process and Incident Analysis and Review Process
are similar in principle, and follow the following sequence:

L. 3.
Description a , .

ImpaCtS_ : Evaluation
Evaluation Description
Analysis
Conclusion
Action Plan 6.

Impacts

ok whpE

: 4,
Action Plan

Analysis

9.6 Incident investigation

Following an incident, the Director Custodial Operations may make a request for an incident
investigation to be conducted. Investigations must be held within 7 days of the incident.

The Director Custodial Operation must chair a forum of key employees who can assist in reviewing
what happened and consider strategies that may help future incidents of the same nature. The
investigation must include a review of all incident records including CIMS incident reports.
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10. Mandatory Reporting

When an incident occurs or has been reported as having occurred and employees identify there
may be a risk of significant harm to a young person, they must, as mandatory reporters, Under
Section 27 of the Children and Young People (Care and Protection) Act 1998, complete the
Mandatory Reporter Guide (MRG).

10.1 Office of the Children’s Guardian (OCG) - reportable conduct

The Office of the Children’s Guardian (OCG) must be notified of an allegation of reportable
conduct, as defined under part 4 of the Children’s Guardian Act 2019. Notifications must be made
through CAPS and employees must complete the Summary of an Allegation or Complaint against
an Employee form.

Section 41 of the Children’s Guardian Act defines ‘reportable conduct’ (refer to section

3 - Definitions in this policy).

10.2 Allegations or incidents of sexual abuse

Mandatory notifications must be made to Community Services via the Child Protection Helpline
who are responsible for initial follow-up for allegations or actual incidents of sexual abuse.

If the alleged victim is under 16 years old, the allegation must be reported to Community Services,
in accordance with procedures outlined in the Young Person Protection and Well Being Policy.

If it is alleged victim is under the age of 18 years old the matter must be notified reported to the
OCG through CAPS.

A notification must be made regardless of whether the young person wishes to pursue the matter
or provide information to another person.

10.3 NSW Police

Any incident or allegation of assault by a police officer, causing physical injury or sexual assault
on a young person, must also be recorded on the ‘Alleged
Assault of Young Person in Police Custody’ form, and reported to the:

e Office of the Commissioner of the NSW Police Force

e Office of the Children’s Guardian

e Law Enforcement Conduct Commission (as indicated on the form)

In line with Mandatory Reporting Guidelines a Mandatory Report must be completed. The Process
for Completing a Mandatory Report, Reporter Guideline provides clear reporting direction for
reporting requirements.

10.4 Young person withdrawing allegations

There are a variety of reasons a young person may withdraw an allegation - it does not necessarily
mean the incident did not occur. The matter must still be investigated and
appropriately reported in accordance with relevant legislation, policies, and procedures.
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11. Internal communication reports

All events relating to an employee, YJNSW centre or office environment must be made on an
Internal Communication Report (Report) form. The Report form is used to assist employees and
management to communicate information specific to an employee and the centre or office
environment that is not an incident or event involving a young person. The information may for
example be regarding:

e abreach of security by an employee
e centre or office environment concerns or identified issues
e non-compliance with legislative, procedure or policy requirements

A report must be completed and forwarded to the relevant supervisor or
manager for information and follow up. The completion of Internal
Communication Reports must be monitored to ensure information contained in
these reports is not incident related that must be entered into CIMS. All
finalisefdllnternal Communication reports must be saved in an EDRMS secure
centre file.

If the report is related to an incident involving an employee and management
wishes to submit a formal report, a Summary of Allegation (SOA) form must
be submitted to the HR Professional Standards Unit. The SOA form can be
found on the Youth Justice Intranet.

12. Reporting in SAP- Safety Suite

SafetySuite is the DCJ’s user-friendly safety incident reporting system.

All workplace employee injuries (whether young person related or not), hazards, and near misses
must be reported in SafetySuite. SafetySuite is accessible via the SAP Self Service in the Justice
Portal by clicking on ‘SafetySuite WHS.’

An incident involving an employee injury, which involved a young person, must be reported in both
SAP and CIMS.

Employees must be encouraged when they have been involved in an incident, where there is a
possibility that may have sustained an injury for their own interest, to report the incident in
SafetySuite. The importance of reporting at the time will cover an employee if injuries become
apparent at a later time.

YIJNSW managers must ensure that all employees update their emergency contact details on a
regular basis.
For more information about SafetySuite, visit the SafetySuite for JSAP Hub

Incident Management, Reporting, Debrief and Review Policy Date: 30 October 2023




13. References

13.1 Legislation

Children (Detention Centres) Act 1987

Children (Detention Centres) Regulation

2015

Children’s (Criminal Proceedings) Act 1987

Children and Young Persons (Care and Protection) Act 1998
Children (Community Services Orders) Act 1987

Work Health and Safety Act 2011

Children’s Guardian Act 2019

13.2 Policies

DCJ Critical Incident Management Framework
Critical Incident Management Escalation Pathway
Child Safe and Mandatory Reporting

Suicide and Self-harm

13.3 Procedures

Child Safety and Mandatory Reporting
Suicide and Self-Harm
Incident Reporting

13.4 Forms

YINSW Critical Incident Report template

Summary of an Allegation or Complaint against an employee
Alleged assault of young person in police custody

Staff Report (CIMS)

Mandatory Reporting Guide

Briefing Note

Internal Communication Report

13.5 Resources

Process for Completing a Mandatory Report, Reporter Guideline

13.6 Research

Kolb, D. (1984) Experiential Learning: Experience as the source of learning and
development. New Jersey: Prentice Hall.

Gibbs, G. (1988) Learning by Doing: A Guide to Teaching and Learning Methods. Oxford:
Oxford Further Education Unit

Incident Management, Reporting, Debrief and Review Policy Date: 30 October 2023




14. Document information

Title: |ncident management Policy: Recording, Debrief & Review

Business Centre: (Qperations Unit

Author: genior Project Officer, Custody
Approver: Dijrector Policy & Practice
Date of Effect: 30 October 2023
Next Review Date: September 2025

File Reference: 22/01044 Doc No: D22/15879/Y
Publication Access: Approved for public information, with redactions for safety and
security reasons

Key Words: Reporting, misconduct, incident, security breach, internal,
communication report, advice, mandatory, police, assault,
critical, safety suite

15. Document history

Version | Date Reason for Amendment
1 July 2015 New Policy
2 August Changes made to unit names; agency logo updated
2015
3 July Inclusion of IAB recommendations
2017
4 June Inclusion of Internal Communication reports; JJ Briefing
2018 notes and the Law Enforcement Conduct Commissionin
regards
to alleged police assault on a young person in custody
5 March Update the name of ‘Child Protection, Professional
2019 Standards Unit to Ethics & Professional Standards Unit in
section 9.1
6 30 August Updated in line with Executive Leadership restructure.
2019 Removal of Regional Director position.
7 19 January Removal of reference to the Ombudsman in regard to
2021 mandatory reporting of reportable conduct. Office of

the Children’s Guardian now has responsibility in line
with the Children’s, Guardian Act 2019.

8 March Updated to include Critical Incident Management
Framework and Escalation Pathway.

2022
9 15March  |Updated to include information on the Emergency Lockdown
2023 System
10 30 Updated to include assessment of injury for young people by
Justice Health NSW at location of young person if necessary
October
2023

Incident Management, Reporting, Debrief and Review Policy Date: 30 October 2023




