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Yes No 

Check details submitted by reporter (ASAP for SAC score 1 or 2): 
1) Verify or amend the incident classification 

2) Remove any patient or staff names in the brief summary 
3) Verify or amend the SAC score 

4) Verify or amend the ‘unit/ward’ field.  
Majority of times this should be the ward name. Where the ‘problem’ needs to be addressed outside of ward level, the service name or specific  

problem name may be more appropriate e.g. orderly services, patient food    

SAC 1 or 2 
 

Follow procedure for the Adverse Event 
Review as guided by quality department 

SAC 3 or 4 

Did the reporter give clear details about the incident 
and immediate actions? 

Is there a need for additional action or further 
review? 

Change approval status to CLOSED and complete closed date (within 30 

working days of submission)  

 

No 

Speak to staff member involved or 
review clinical notes and add in details 

Change approval status to REVIEW 
or INVESTIGATION   

Complete additional actions or undertake 
case review and attach final report using 

Documents & Templates tab  

Put a short summary in the “Action taken as a result of investigation” 
box.  Identify lessons learned as appropriate  

Yes 
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Medication 

Extravasation 

 

Line/tube (including accidental removal) 

and describe the issue – e.g. inadvertent removal of central line or accidental extubation 
 

Pressure Injury 

Unexpected CPR  
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Discharge against medical advice  

Missing patient  

Patient restraint 
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Lack of equipment  

Lack of staff affecting a service  

Lack of staff affecting an individual patient  
For a specific patient who has been affected by staff shortages, choose either surgery 
/procedures/therapeutic processes or diagnostic processes/procedures (whichever has been 
impacted) as tier one, choose relevant category for tier two and then choose delay as 
appropriate  and describe  the issue of short staffing which has led to this delay 

Unavailability of beds  

Or  


