
STEP-BY-STEP RESPONSE GUIDE 
Did anyone get hurt? Is it repeated behaviour? Is it serious? 

Quiet Time 
(time out) 

Conflict Resolution 
If more than one party involved, 
ensure both have a chance to 
share their side of incident(s) 

Quiet Time & 
Incident Report 

Alternative Care 
Arrangements 

(exclusion) 

Parent/caregiver notified 
on arrival 

• Discuss options to manage 
behaviour 

• Sign Incident Report and submit 
onto intranet as soon as 
practicable 

Manager 
notified 

 

BACK ON TRACK 

Alternative Care 
Arrangements 

(exclusion) 

 

Incident reports must be completed, signed and logged onto the intranet as soon as practicably possible. 
If you have any questions or concerns, please talk with your supervisor or manager immediately. 
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Outside 
support 

Programme respite 
(suspension) 

Effective immediately 
in situations where 
there is immediate 

risk to self/others 

 

BACK ON TRACK 

Co-developed 
behaviour 

management plan 

Parent Meeting 
Co-developed behaviour 

management plan 

 

Incident Report 

Parent/caregiver 
contacted 

 

BACK ON TRACK 

Quiet Time 
(time out) 

Encourage 
Responsible Behaviour 

Reminder 
Explain why we expect different 

behaviour 

Repeated Major Incidents 
Or Extreme Incident 

 
Intention to/carrying out, extreme 
behaviour that puts themselves or 
others at immediate risk: 

• attack with a weapon 

• physical abuse to staff or 
programme participants 

• extreme verbal abuse 

• running off from programme 

• deliberate inaction of a safety 
instruction. 

Repeated Minor Incidents 
Or Major Incident 

Behaviour that puts themselves 
or others at risk: 

• ongoing breaking of 
programme guidelines 

• biting 

• fighting 

• verbal assault 

Minor Incident 
Breaking programme guidelines 

e.g. running inside, swearing 

 

Incident Report 


