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Create a Reportable Incident for Your Own 
Supports and Services 
Use this guide to report an incident that has occurred in connection with your own organisation’s 

supports and services. 

 

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. 

● Multiple Reportable Incidents can be reported for the same incident as required. 

● If you need help understanding these categories, sub-categories and causes, refer to our 

Glossary guide.      

 

● 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 the Reportable Incidents tab from the top menu bar. 

● Click Create reportable incident. 

https://www.ndiscommission.gov.au/registered-providers-portal-login
https://www.ndiscommission.gov.au/portal-quick-reference-guides#qrg-ri-report-category
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● Read through the on-screen instructions. 

● Select My supports and services and click Start report. 

 

Step 1: Incident description 

1. Primary category: Select the primary category that has resulted in the most impact for the 

participant. Noting that any use of unauthorised restrictive practice must always be reported 

separately depending on the category you choose, the system may also ask you to add sub-

category and causes. 
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2. Sub-category and cause: If prompted, use the + Add sub-category button to add sub-categories 

and causes. You can add as many sub-categories and causes as needed. 

 

 
 

3. Participant: Look up and select the impacted participant from your registered participant 

records. 

 

Note: If the participant cannot be searched by name, you may not have added them to your 

provider record. Save the report as a draft, then navigate to My Participants to add the 

participant to your provider account. See instructions Add or Manage participant details for 

help. 

https://www.ndiscommission.gov.au/portal-quick-reference-guides#qrg-pr-update-details
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Note: If more than one participant has been impacted by a single incident, a separate reportable 

incident notification will be required for each impacted participant. 

 

4. Provide incident details: 

● Confirm if the participant is safe and receiving supports. 

● Describe the circumstances leading up to and during the incident in as much information as 

possible. 

● Detail any immediate or preventative actions taken. 

 

5. Preventative actions: Select preventative actions (if any) taken prior to the incident.  

 

6. Multiple participants: Answer whether multiple participants were impacted. Select Yes if more 

than one participant was impacted, even if the nature or severity of the impact differs between 

participants. This automatically flags the report for priority review by Commission officers. 

 

Note: More than one participant may have been impacted by this incident. There may have 

been a single event, or a series of connected events. You must ensure that a separate report 

is submitted for each impacted participant for each event as applicable.   

 

7. Click Next step. 
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Step 2: Immediate actions 

1. Immediate Safeguarding Actions: Select all immediate Safeguarding Actions taken. 

 
 

2. Conditional fields: Complete any dynamic conditional fields that appear (such as hospital 

attendance, dates, or investigation completion dates). 

 

3. Click Next step. 
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Step 3: Support and services 

1. Select all of the registered NDIS group(s) being provided to the participant by your organisation 
at the time of the report. 
 

2. Click Next step. 
 

 

Step 4: Incident notification 

1. Enter the date and time the first worker became aware of the incident, their name, and their 
role. 
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2. Enter the date and time key personnel were informed. 

 
3. If the report is not being submitted within 24-hours of the key personnel being notified you will 

be asked to provide reasons. 
 

4. Enter where the incident happened, including the location. 
 

5. Start typing the address of the incident. You can select the 'can't find the address' box and add 
the information. 
 

6. Click Next step. 
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Step 5: Contact and person(s) involved 

1. Point of Contact: Click + Add a point contact, search and select the primary contact person for 

the provider, choose their role, and click Save. 

 

 

 

2. Persons Involved: Select whether other individuals were involved (Yes/No).  
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● If Yes, click + Add person involved to enter their details, role (Associated, Witness, etc.), and 

relationship to the participant. 

 

3. Click Next step. 

 

 

Step 6: Incident assessment 

1. Check your information: Read the rules on the screen about 24-hour and 5-day reports. 

● Select Yes if you have all details ready now (have taken appropriate action and have the 
information available) to complete your 5 day report. 
 

● Select No if you are not ready to submit your 5 day report and need more time to take 
further actions or gather documentation. You will be able to proceed to submit your 24 hour 
report and can return within 5 business days to submit the remaining information. 
 

2. Select an option: Answer the question "Are you ready to complete the rest of your incident 
assessment?" by clicking Yes or No. 
 

3. Conditional fields: Complete any dynamic conditional fields that appear (such as outstanding 
risks, further actions and improvements, or risk assessment completion confirmation). 
 

4. Click Next step. 
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Step 7: Additional information  

 

1. Check which documents you should upload 

Always include your internal incident report and any documents about keeping people safe. 

Read the on-screen instructions to see which documents you need (e.g. Risk assessments, Shift 

notes, Medical reports, HR documentation). 
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2. Name your files clearly. Give your files clear, descriptive names before uploading them (e.g. 

Medical_Record_06062026.pdf instead of Doc1). 

 

3. Click Upload Files or drag and drop your files. Make sure each file is less than 100 MB. 

 

Note on uploading PDFs: PDFs with embedded files or other active elements can’t be accepted 

by the system. Only flat file PDF’s can be attached. Use ‘print to PDF’ to reformat an existing 

PDF into a flat file PDF 

 

4. Click Next step. 

 

 
 

 

Step 8: Review and submit 
 
1. Check that all your information is correct on the summary screen. You can return to any previous 

steps to make changes to your report before submitting. 

 



 

 

 

 NDIS Quality and Safeguards Commission 12 

 
 

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

 

3. Click Submit. 

 

 
 

 

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