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Complete the following forms:
-  Incident, Injury, Trauma and Illness Report 
form
-  NQA ITS I01: Notification of Incidents form
-  NQA ITS C01: Notification of Complaints form 
(if required)
-  Witness/Investigatory Statement (all staff 
involved must complete a separate form)
Print and file on site a copy of the completed 
forms before the end of your shift/day.

Obtain parent/guardian signature on completed 
Incident, Injury, Trauma and Illness Report form.

Email the Group Operations Manager 
(Michael@KiddieAcademy.nsw.edu.au) a copy of 

the completed forms with the subject line: KA 
Centre / type of incident (I01 or C01) / name of 

person involved / date.  For example: “KA 
Alexandria / C01 / MASTELERO, Michael / 01 

Jan 20”
If the incident involves a current employee, 

follow the Child Protection Flowchart.

Staff witness (if trainee, then responsible person) 
to complete the Incident, Injury, Trauma and 

Illness Report form.
Print and file on site a copy of the completed 

forms before the end of your shift/day.

Obtain parent/guardian signature on completed 
Incident, Injury, Trauma and Illness Report form.

Email the Group Operations Manager 
(Michael@KiddieAcademy.nsw.edu.au) a copy of 

the completed forms with the subject line: KA 
Centre / Minor Incident / name of person 

involved. For example: “KA Alexandria / Minor 
Incident / MASTELERO, Michael”

Nominated Supervisor or Responsible Person to 
gather information required for the NQA ITS.

Group Operations Manager must initiate internal 
review and gather sufficient information to 

complete NQA ITS report within 24 hours of the 
incident.

Nominated Supervisor must report the incident 
on NQA ITS before the end of shift/day. DO NOT 
submit the report, this is to be reviewed by the 

Group Operations Manager.
Nominated Supervisor to notify the Group 

Operations Manager once the report is 
completed for review.

Group Operations Manager to review the report 
and lodge.

C D
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Nominated Supervisor or Group Operations 
Manager to contact guardian/parent to check on 

the child.

Nominated Supervisor or Group Operations 
Manager to complete any additional follow up 

with guardian/parents as required to post 
lodgement of reportable incident to the NQA ITS.

Nominated Supervisor or Group Operations 
Manager to contact guardian/parent to check on 

the child.

Does subsequent medical 
attention was sought 

for the child?

Yes

Complete the following forms:
-  NQA ITS I01: Notification of Incident form
-  Incident Response Tool
-  Witness/Investigatory Statement

Group Operations Manager to appoint a service 
to be in direct contact with the staff to ensure 

they feel supported during the process.

If required, Group Operations Manager to 
appoint a service to be in direct contact with the 

staff to ensure staff feel supported during the 
process.

No

Nominated Supervisor to complete the Incident 
Response Tool.

Group Operations Manager to conduct:
-  Review all Witness/Investigatory Statements
- Conduct individual staff investigation. In order to have an investigatory meeting, ensure the Notice of Investigation 
Meeting form is used and staff provided a minimum of 24 hours notice prior to the meeting.
-  Provide Investigation Summary Report.
-  Review and update the Incident Response Tool.
- Provide an update regarding the progress to the Department and/or NQA ITS.
This must be completed within 7 days.

Does subsequent medical
attention was sought

for the child?

Yes

Incident is closed once advise from Department has been received.

No


