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Complete a 5-day Report for a Reportable 

Incident After a 24-hr Report is Submitted 

Use this guide to complete a 5-day report for a reportable incident. You can do this when you first 

report an incident, or to update a report you submitted earlier.  

Before you get started 

● Make sure you are logged in to the new NDIS Commission portal using myID. You will need 

access permissions to submit reports. If you haven’t yet logged in, follow the instructions on 

Registered Providers Portal Login page. 

● You will need to access the partially completed 5-day report from the 'My Drafts' tab. 

 

● At any step, if you do not have all the information available, you can use the Save as draft 

feature at the bottom of each page and come back to your drafts later to complete the report. 

 

Prepare your submission 

1. Initiate the Report: 

● Select Reportable Incidents tile or option from the top menu bar. 

● Navigate to the Manage reportable incidents section at the bottom of the screen. 

● Click into and open the Reportable Incident record. 

● Click on Start 5 day report. 

 

https://www.ndiscommission.gov.au/registered-providers-portal-login
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Step 1: Incident overview 

1. Review the information you had entered in the report at 24 hours. You should update and 

correct any information initially submitted in the 24-hour report. Provide further detail that now 

may be evident. 

 
 

2. Scroll down to the 5-day additional information section. 
 

3. Enter in any amendments to the information you had submitted at 24 hours. 
 

4. Click Next step. 

 
 
 

Step 2: Contact and person(s) involved 

1. (Optional) Point of Contact: Click + Add a point contact, search and select an additional contact 

person, choose their role, and click Save. 
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2. Confirm if there were other person(s) involved, or add the person(s) involved if any other parties 
have been identified. 

3. (Optional) Enter in any amendments to the information you had submitted at 24 hours. You can 
provide updates about the information you have provided for existing involved person(s) in the 
amendments field. 
 

4. Click Next step. 

 

 

Step 3: Incident assessment 

1. Outstanding Risks: Confirm if there are any remaining or ongoing risks to the participant or 

others (Yes/No). If yes, there will be further information to enter. 

2. Further Improvements: Select any planned actions or policy/process improvements. 

 

3. Participant Consultation: State how the participant was consulted about the incident and check 

how their views were considered as applicable. 

4. Risk Assessment: Confirm if a formal Risk Assessment has been completed (Yes, No, or In 

progress). 
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5. Click Next step. 

 

 
 

 

Step 4: Additional information  
 
1. Check which documents you should upload. Always include your internal incident report and 

any documents about keeping people safe. Include records to support the actions taken in the 

Incident Assessment (e.g. Risk assessments, Shift notes, Medical reports, HR documentation). 

 

2. Click Upload Files or drag and drop your files. Make sure the total size of all files is less than 100 

MB. 

 

3. Click Next step. 
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Step 5: Review and submit 
 
1. Check that all your information is correct on the summary screen. 

 

 

2. Check the Declaration box to agree that all information is correct. 

 

3. Click Submit. 
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4. Record the Reportable Incident ID shown on the confirmation page for your records. 
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