
Reporting Guide for Support Workers

What to Report

YOUR RESOURCES
On the next page, you’ll find a guide on How to Report, along with a one-page resource to help you
recognise Indicators of Abuse.

Your Responsibility: Safeguarding the People We Support
At One2One, the safety and wellbeing of people with disability is at the heart
of everything we do. We know that people with disability can be especially
vulnerable to harm, neglect or abuse. That’s why it’s everyone’s responsibility
to identify, prevent and report risks, incidents and concerns.

WHAT YOU MUST REPORT
Everyone at One2One must take all reasonable steps to prevent harm to the consumer, themselves
and others. You are required to report:

Unsafe
environments
Fire safety
risks
Transport
risks

Slips and falls
Near misses
Physical injury
Psychosocial
incidents
Property damage

Urgent medical
needs
Medication errors
Unauthorised use of
restricted practice
Death

Claims of neglect, harm or abuse inflicted
upon the consumer (whether from a
community member, a family member or
others)
Allegations made against staff, volunteers
or anyone connected with One2One

Physical or
sexual abuse
Psychological
abuse

Neglect
Domestic violence
Financial abuse
Exploitation

Faulty equipment
Manual handling
risks
Chemical risks
Behaviour-related
risks

Incidents Hazards

Suspicions of Abuse Allegations 

Any observation of indicators of abuse relating
to:

08 6278 3900 info@one2onewa.com.au

tel:0862783900
mailto:info@one2onewa.com.au


Some incidents fall into the category of ‘NDIS Reportable Incidents.’
This means, once you’ve reported the incident to your Service
Coordinator, One2One needs to report the incident to the NDIS
Quality and Safeguards Commission. These include:

Now you know what to report, it’s equally important to know how to take action. The steps below will
guide you on the actions you need to take in the event of an incident, hazard, suspicion or allegation.

info@one2onewa.com.au

NDIS REPORTABLE INCIDENTS

The death of a person with a disability
Serious injury of a person with a disability
Abuse or neglect of a person with disability
Unlawful or physical contact with, or assault of, a person with a disability
Sexual misconduct, committed against, or in the presence of, a person with a disability,
including grooming of the person with disability for sexual activity
Unauthorised use of restrictive practices in relation to a person with a disability

Remember - IF IN DOUBT, just ask. If you see something, say something.

1.Call ‘000’ if someone needs urgent
medical care and/or there is an
immediate and serious risk of harm to
you or others.

2.Make sure you and the people around
you are safe from further harm.

3.Notify your Coordinator immediately
after ensuring everyone’s safety. If you
cannot reach them by phone, send a text
message to alert them of the incident.

4.If you cannot reach your Service
Coordinator in a timely manner, call the
One2One office on 6278 3900.

5.Once the immediate risk has passed,
proceed with the steps outlined in the
Reporting Process.

1.Support Worker reports by phone to their
Service Coordinator within 3 hours of any
incident (immediately if it is an NDIS
Reportable Incident or emergency).

2.Support Worker completes Parts 1 to 6 of
the One2One Incident Hazard Report
and sends to their Service Coordinator
within 12 hours of incident.

3.The Service Coordinator then conducts
the investigation and determines an action
plan, completing parts 7 & 8 of the Report.
They then submit this to the Service
Manager within 24 hours. 

4.The Service Manager completes part 9,
determining any further actions and
finalising NDIS reporting where necessary.

EMERGENCIES REPORTING PROCESS
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Physical Abuse
Lacerations or welts on skin
Bruising
Multiple injuries
Ingestion of poisonous substances
Dislocations or sprains
Burns and scalds
Drowsiness
Vomiting, fits or retinal haemorrhages

Sexual Abuse
Going to bed fully clothed
Finger bruising on upper arms
Boasting about unusual sexual activity
Gagging, nausea and vomiting
Lacerations to genital area
Rectal damage
Bruising on upper thigh
Onset of self-harm
Over-eating and weight gain
Onset of nighttime incontinence

Exploitation
Being in trouble with the law
Casually discussing illegal situations
Forms signed by a person who is unable to give
consent
Sudden changes in a person’s will
Possessing items such as phones or jewellery
they have not purchased

Psychological Abuse
Feelings of worthlessness
Inability to value others
Lack of trust in people
Lack of interpersonal skills
Extreme attention-seeking behaviour
Bullying others
Attempts of suicide

Neglect
Scavenging or stealing food
Being focused on basic survival
Anxiety about being abandoned
Poor hair texture or dullness of skin
Extended time away from their home
Unusual, self-comforting behaviours

Financial Abuse
Not having any money after pay or pension day
Stories about people close to them who need
financial support
Giving other people their PIN number or access
to funds

Domestic Violence
Domination
Denial of job freedom
Going to bed fully clothed
Destruction of property or pets
Servant/master mentality

Do not dismiss the validity of the person’s allegations. Listen, respond and report.
Listen to the person, writing down the details using their exact words. Avoid leading questions.
Tell the person with disability that you will speak with your Service Coordinator and explain what
will happen next.

HOW TO RESPOND TO AN ALLEGATION OR DISCLOSURE

Knowing the signs of abuse helps you protect the people we support. This page lists key
indicators of harm, neglect or exploitation to watch for. If you notice any of these signs,
it’s important to act promptly by reporting your concerns to your Service Coordinator.
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