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SLS Topic Guide – NDIS Serious Reportable Incidents 
This Topic Guide outlines SA Health’s requirements on appropriately reporting serious 
incidents into the Safety Learning System (SLS) when an incident has occurred affecting a 
National Disability Insurance Scheme (NDIS) participant. 

The SA Health NDIS Serious Reportable Incident Policy outlines SA Health’s requirement 
for the Department for Health and Wellbeing (DHW), Local Health Networks (LHNs) and 
Services to meet the NDIS Incident Management and Reportable Incidents Rules 2018 if SA 
Health was the registered NDIS care/service provider at the time of the incident.  

Additionally, SA Health requires any serious incidents that involve an NDIS participant to 
also be notified according to the following instructions regardless of who the NDIS provider 
is. 

The Policy states: 

> All incidents will be managed according to the SA Health Patient Incident Management
and Open Disclosure Policy Directive.

> All incidents need to be identified, reported, investigated and a response
documented. This includes any activities undertaken to ensure the safety and
wellbeing of people with disability and workers.

> All incidents must be reported to relevant departments/units internal and external to
SA Health.

> When entering any SLS notification involving a NDIS participant, ensure that the
notification states that the incident relates to a NDIS participant and whether SA
Health are the registered service provider (see instructions below.

For further information, refer to the SA Health NDIS Serious Reportable Incident Policy 
and the SA Health NDIS Serious Reportable Incident Template.  
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https://www.ndiscommission.gov.au/legislation-rules-policies
https://www.sahealth.sa.gov.au/wps/wcm/connect/89e269804e341fb5b45ffcc09343dd7f/Directive_Patient+_Incident_Management+_and+_Open_Disclosure_Policy_v2.3_15.05.2020.pdf?MOD=AJPERES&amp;CACHEID=ROOTWORKSPACE-89e269804e341fb5b45ffcc09343dd7f-nwKQz-C
https://www.sahealth.sa.gov.au/wps/wcm/connect/89e269804e341fb5b45ffcc09343dd7f/Directive_Patient+_Incident_Management+_and+_Open_Disclosure_Policy_v2.3_15.05.2020.pdf?MOD=AJPERES&amp;CACHEID=ROOTWORKSPACE-89e269804e341fb5b45ffcc09343dd7f-nwKQz-C
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2Fc4d3a561-2423-4bee-9115-f8e72dbecb64%2FNDIS%2Bincident%2Bnotification%2Btemplate%2Band%2Bflow%2Bchart_final.docx%3FMOD%3DAJPERES%26amp%3BCACHEID%3DROOTWORKSPACE-c4d3a561-2423-4bee-9115-f8e72dbecb64-nKPazO6&wdOrigin=BROWSELINK
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REPORTING AN NDIS PARTICIPANT INCIDENT  
In SLS, an NDIS participant is identified through selecting ‘NDIS Participant’ as the Person 
Affected Demographic Flag. 

 

 
 

The notifier should then identify the role that SA Health/LHN had at the time of the 
incidents by answering the question that will appear: 

 

 

Select any other patient demographic which is relevant to the patient at the time. For 
example, whether a patient is a mental health patient. 

 

MANAGING AN NDIS PARTICIPANT INCIDENT  
The Manager of the incident is required to verify that the notifier has correctly: 

> Identified when the incident involves an NDIS participant as the patient 
demographic flag 

> Selected the correct location (exact). 

The manager is also required to: 

> Ensure that serious incidents are escalated (using the Clinical Incident Brief) and/or 
reported to agencies external to SA Health if required (using the NDIS Serious 
Incident Notification Template). 

> Ensure that any documents that are related to the incident are uploaded and stored 
within the SLS. 

 
Note: It is strongly recommended that advice is obtained from your local Safety and 
Quality/Clinical risk management team. 
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1. Verifying the ‘NDIS Participant’ Patient Demographic Flag 

Please note that the Patient Demographic information is located in a tab called ‘Person 
Affected Details’. This sits between the Incident Details and the Management tabs. 

 

 
 
 
 
 

Click to review and ensure NDIS Participant has been selected. 

 

2. Verifying the Location (exact) 

The location selected should accurately reflect the relationship that SA Health has to the 
NDIS participant at the time of the incident. To determine the correct location of the 
incident, refer to the flowchart below.  

 

Tip: the location of the patient incident can be chose starting from the Location (exact) 
field and the naming structure will be as follows: 
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Location (exact): External NDIS Provider – [Health Unit] – [LHN] 

The advantage of this is that when the correct Location (exact) is selected by the notifier, 
the remainder of the Location tree will backfill automatically. The reporter is able to begin 
typing ‘External NDIS Provider’ into the drop-down box which will reduce the need for 
scrolling through multiple locations. The Location (exact) can be selected from this list. 

An example of the new naming structure for External NDIS Provider incidents is as follows: 

 

With Directorate and Location (exact) being as follows: 

Directorate:   External NDIS Provider – [Health Unit] – [LHN] 

Location (exact): External NDIS Provider – [Heath Unit] – [LHN] 

 

 Reporting to an External Agency 
There is a section in the Structured Review tab called Reporting to an External Agency. 
This section only appears if ‘NDIS Participant’ has been selected as a Patient 
Demographic Flag on the incident.  

All serious incidents involving NDIS participants need to be escalated to 
agencies/departments that are external to SA Health according to the NDIS Serious 
Incident Notification Template (seek advice from your local Safety and Quality team). 

Consent to share and report information should be obtained from the NDIS participant or 
appointed guardian. If this is not possible or safe to do so: 

> Where the Information Sharing Guidelines (ISG) Policy Directive applies, then the 
information shared with the relevant entities. 

> Where the ISG is not applicable to report an incident, then a CE/O authority to 
disclose to an agency external to SA Health should be obtained.  

 

Completion of Management of Incident  
SA Health has full responsibility for management of an incident and open disclosure 
including investigation of the incident and taking action to prevent recurrence if: 

> SA Health was providing NDIS service at the time of the incident 
> SA Health was providing a health treatment service at the time of the incident (eg 

the NDIS participant was in hospital with pneumonia).  
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For both of these, the patient incident location (exact) must be an actual SA Health 
location, and actions taken to investigate as per the Patient Incident Management and 
Open Disclosure Policy Directive. 

However, if: 

> Another organisation/contractor was providing the NDIS service on behalf of the
SA Health at the time of the incident (location (exact) is to an External NDIS
Provider)

> The service was provided by an External NDIS Provider at the time of the incident
(Location (exact) is to an External Provider).

The manager is required to provide an Incident Severity Rating (ISR) and ensure that the 
manager’s summary indicates that all relevant agencies have been informed. 

NOTE: The option to reject incidents has been limited to nominated users. If you need an 
incident to be rejected, please contact your local SLS administrator and request the 
rejection with a detailed reason why it is required. 

Record Keeping and Documentation 
Use the SLS Documents tab of the incidents to upload and save all documents. This 
should include the completed Notification Template, Clinical Incident Brief (CIB), CE/O 
authority to disclose (where applicable), internal and external minutes and any information 
generated as part of the investigation or actions taken to reduce future risk or improve 
quality. 

For more information 
SA Health, Safety and Quality 
Safetylearningsystem@sa.gov.au 
11 Hindmarsh Square, Adelaide SA 5000 
sahealth.sa.gov.au 

creativecommons.org/licenses 
© Department for Health and 
Wellbeing, Government of South 
Australia. All rights reserved. 
December 2023. 

mailto:Safetylearningsystem@sa.gov.au
http://www.sahealth.sa.gov.au/

	Completion of Management of Incident
	Record Keeping and Documentation

