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Facilitator Information 

Background 
Residential Care is a service that deals with New Zealand’s most vulnerable and challenging 
children and young people.  It is a 24 hour, 7 days a week provider that operates 8 residences and 
13 supervised group homes for approximately 800-900 children and young people a year.  The 
service has over 750 staff throughout New Zealand that work with site staff and local services to 
ensure the safe transitions of children and young people back to the community. 
The practice within a residence requires staff to have a knowledge and understanding of how they 
would apply the four primary areas, which guides consistent practice to every child and young 
person in our care.   
The four primary umbrella areas create the context of work for all staff, these areas are: 

• Legislation 

• Policy 

• Practice 

• Organisational service standards. 
Operational Practice (OPS) is a package that aims to orientate participants to the context of their 
work.   
There are two parts to Operational Practice, it is compulsory for staff to attend both OPS trainings. 
Target Participants:  

• Team Leader Operations 

• Team Leader Clincal Practice 

• Residence Manager 

• Care Teams 

• Casuals (used often) 

• Case Leaders 
Glossary  
Example of how to read the references to handouts, power points, facilitator resources and materials 

WB1.1 WB = Workbook Handout; F1 = Session Number; .1 = Handout Number (handouts are in 
the participant workbook) 

FR = Facilitator Resource C = Cards R = Reading PPT = PowerPoint M = Materials 

WB = Workbook Handout P = Poster D = DVD WC = Wall Chart H = Handout 
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Facilitation Preparation 
The preparation requires the facilitator to have some insight into the following models: 

• Operational Practice Model (also known as the Boundary Wall) 

• Safety and Wellbeing in regulations 

• Facilitator to have some insight into the following regulations: 
o Regulation 3:  Right to professional and planned standards of care 
o Regulation 21: Torture, cruelty, inhuman, humiliating or degrading discipline 

   and treatment  prohibited 
o Regulation 22 Use of force in dealing with Child or young person 
o Regulation 24: Confinement to room restricted 

Facilitators will also need to have an awareness of the connection between the code of practice and 
the regulations. 
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Learning Outcomes: 

At the end of this course participants will be able to: 

• Understand what supports the practice of residential care  

• Gain knowledge on the relationship between regulations and the practice centre 

• Operate with a better knowledge of legislation, policy and practice 

• Define and apply the primary regulations 21, 22 and 24, also connect with other regulations 

• Have the methods and prompts to apply when scripting a detailed incident report 
 

Learning Objectives: 

At the end of this course participants will be able to: 

• Discuss the Operational Practice Model (OPM) 

• Illustrate qualities and skills required when working in a residential environment 

• Identify external groups that support consistent practice 

• Discuss the Safety and Wellbeing in regulations model (SWRM) 

• Connect Regulations with National Residential services code of practice 

• Identify the links back to code of practice and other legislations 

• Practice the application of regulations to scenarios 

• Complete and analyse an incident report 
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Workshop Outline: 

Session Content 

1 What is Operational Practice? 

Morning Tea (15 mins) 

2 Safety and Wellbeing in Regulations 

Lunch 

3 Primary Regulations 

Afternoon Tea (15 mins) 

4 Incident Reporting  

FINISH 
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Session One: What is Operational 
Practice? 
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Session One: What is Operational Practice? 

Objectives: By the end of this session participants will be able to: 

• Define and discuss Operational practice model (OPM) 

• Illustrate evidence based practice in the operational practice model 

• Discuss primary documents for Residential practice 
• Identify external groups that support consistent practice  

Time 9.00am – 10.30am 1hour 30 minutes 

Resources Laptop, Data show, White Board, Whiteboard Pens 

Cards C 1.1 Role Cards 

DVD D 1.1 Little Miss Sunshine (vid-clip) 

Workbook Pages 5 – 14 

Session Brief 
This session will introduce the Operational Practice Model (OPM).  This model will be the main 
framework for the remaining three sessions.  The baseline message in this session, for staff, is 
that the OPM is the context in which we embed our residential care practice. 
The themes explored in this session are: 

• Operational practice context 

• Operational practice model 

• Partners in supporting consistent residential care 

• Personal and positional power 
The primary outcome for this session is staff demonstrating the OPM consistently in their 
transactions with children and young people care. 
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Exercise Purpose and Key Points 

Introduction Facilitator to welcome participants appropriately, consider if any cultural 
customs or local residence kaupapa is appropriate to welcome and 
begin the workshop. 
Ensure you acknowledge the varying levels of knowledge in the room.  It 
is important to also acknowledge the intention of this package is not 
about eliminating what good practice there is on the floor, instead create 
a learning opportunity for staff to be challenged in what they know:  
When appropriate briefly introduce operational practice part one (OPS1) 
using the following prompts if required, 

• Operational Practice is a two-part workshop.  The focus on the 
first workshop will identify the weaving of legislation, policy, 
practice and organisational values.  The second workshop will 
look at part 5 of the regulations – Secure care, and spend time in 
the practice centre – new residential hub for all operating 
procedures. 

• The intention of this workshop is to ensure a standardised 
practice across all residences.  The face to face workshops will 
be an opportunity where we are able to hear the standards that 
will support a consistent practice and will then be followed up by 
1:1 formal practice clinics led by team leaders in each residence. 

Facilitator note: 
TASK:  
Residential 
operations, 
expectations and my 
role 

The first task is about exploring how participants define operations.  This 
is important before we talk about operational practice, because the 
context needs to be defined – what do we mean when we say 
operations. 

Encourage participants to be honest as they explore the roles currently 
playing a role in the residences. 

This task will be centred around the following question:   

What is meant when we talk residential operations and who are the 
key people in this area? 

It is important facilitators have some thought into the question before 
they lead this task.   

The purpose for this task is for the trainer to gain some insight into the 
groups understanding around what is meant by residential operations.  
Where possible attempt to ask participants to unpack the rationale they 
may carry. 

This task should take no longer than 10minutes. 

Friendly reminder:  one of the key messages of residential services is 
realising potential. 
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Exercise Purpose and Key Points 

TASK: Residential 
operations, 
expectations and my 
role 
 
C 1.1: Role cards 
(note these cards 
need to hang around 
volunteers) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
WB 1.1 Scoping 
operations & 
definition of 
operations 
WB page 6 

Facilitator to ask for 8 volunteers (group A).  If the group is too small, use 
the cards without the physical person. 
Once nominated/chosen, ask the volunteers to wear the role cards that 
will have the following list of roles: 
(a) Young person – (b) Care team worker – (c) TLO/TLC/Case leaders – 

(d) RM – (e) Assessments – (f) Debrief/handover – (g) 
regulations/national code of practice/legislation 

While the volunteers are preparing themselves, ask those who have not 
volunteered (group B) to make some space and form a circle with chairs 
(7 chairs) with one chair placed in the centre of the circle – and then as a 
group define the word operations. 
When ready ask the volunteers (group A) to line up outside of the circle 
and wait for their role to be called by group B before they take a seat.   
Explain the task to group B using the following prompts: 

1. As a group consider what is meant by the word ‘operations’ and 
begin to assess the roles held by group A. 

2. If there is a group consensus that the role is considered to be a 
role in ‘operations’ group B are to direct that person to sit down in 
a seat allocated to them by the group. 

3. If it is decided that the role is not operations, then keep them on 
the outside of the circle. 

Facilitator to gain insight into the decisions group B made by asking 
them for their rationale before the decision is locked in.  Be sure to 
challenge or play devils advocate if required. 
Once all roles are placed or kept out of the ‘operations’ circle – facilitator 
to hand out workbooks and ask participants to turn to page 6. 
Facilitator to make comment on the closeness or clear discrepancies 
between the workbook graphic and their placement on the roles. 
Lead a discussion with the wider group around any concerns before 
talking through the definition of operations located on the same work 
page sheet WB 1.1 
Definition of ‘operations’ is: 
The daily routine to meet the vision, purpose and expectations of 
residential services. 

• The core documents that inform the vision, the purpose and 
expectations are all located in the Operational Practice Model 
(OPM). 

Facilitator to lead a brief brainstorm on what is believed to be the core 
documents and why it is considered as the core documents before 
asking participants to turn to page 8 to begin to explore the OPM. 

Strengthening 
Engagement link 

• Ops plans are collaborative, we all play a role. 

• Hamper input / debrief 
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Exercise Purpose and Key Points 

Facilitator note: 
TASK: Operational 
Practice Model (OPM) 

The purpose of the following task is about wanting participants to 
understand the connection between legislation, policy, residential 
practice framework and organisational values and ethics, the work that is 
done on the floor all whilst maintaining the child or young person 
focussed. 

Facilitator to ensure they are familiar with the OPM before unpacking the 
model, identifying any messages from Strengthening and Engagement 
etc that might surmise parallel to the OPM. 

This part of the task will primarily be facilitator doing a majority of the 
talking however it is vital that when questions need to be posed that 
there is enough time given to have some interaction when exploring the 
OPM. 

Note there is an activity based learning task following the explanation of 
the OPM to demonstrate the importance of being a practitioner that looks 
actively for the core documents in the work they do. 

TASK: Operational 
Practice Model (OPM) 
 
WB 1.2 OPM 
WB Page 8 

Facilitator to ask participants to turn to page 8.  When ready explain that 
this model aims to formulate a baseline of where operational practice 
resides.  Any decisions and/or actions etc outside of the four walls, is not 
considered as ethical/illegal and will compromise the safety and 
wellbeing of the children and young people in our care. 
Primary points for the OPM walls: 
Legislation/Regulations: 

• Every person (staff and young person) who works, resides in 
a residential environment will be mandated or hold legal 
status to be in there. 

• Residences themselves also have a mandate to exist. 
National Residence Code of Practice: 

• This is the legal prescription of what needs to happen in the 
residence and the evidence required to demonstrate to the 
auditors that it has been met 

• Running parallel to the National Residential Services Code of 
practice is the MSD Code of conduct, Professional body code 
of ethics, CYF and MSD values. 

Residential Practice Framework and Practice tools: 

• These are the guidelines that the organisation has set as a 
measuring tool for any transaction with children or young 
people in our care 

• Practice tools are those things that assist your existing 
practice and soft skills. 

Practice Centre (policy): 
• This is the information that will identify the procedures and 

processes that need to occur to meet the regulations and the 
legislative requirements. 
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Exercise Purpose and Key Points 

 Ensure the following messages are discussed when exploring the OPM: 
1. The OPM is a prompt for staff to consider the key documents 

when undertaking any type of engagement or intervention with a 
child or young person 

2. Our practice is aligned to each of the models to ensure safe 
strong practice meets the grounds of regulation 27 

3. The key to our professionalism as residential workers is being 
able to evidence in our practice a depth in our knowledge of the 
Operational Practice Model and illustrate it in our application to 
the residential care we deliver. 

Facilitator note: 
TASK: Supporting 
consistent practice 

Once it is best to, the discussion will need to shift from that of ones 
personal and positional power through to the context in which we work. 

When leading into the level of accountability we have in our role, it is 
important that we always frame this as supporting consistent practice 
and meeting the expectations of job depth. 

This will be a quick discussion, looking at another power that sits 
external of residential services – the task here is to acknowledge the 
bodies of accountability – avoid leading into a discussion around what 
they audit or on what grounds do they do that – explain that the final part 
of the session will look at the grounds in which they hold accountability 
to. 

TASK: Supporting 
consistent practice 
 
WB 1.3 Partners in 
Support Consistent 
Practice 
WB page 10 

Ask participants to turn to page 10 where they will find the image called 
‘Partners in Supporting Consistent Practice’. 
Facilitator to speak to the partners and have a brief discussion around 
the roles and functions of these groups. 
Please note that the primary groups are the groups that are highlighted.  
The list of people that sit under the term others, are groups that have 
more of a specific focus than that of a general overview looks at the 
practice. 

Facilitator Note: 
TASK: Patterns 

The purpose of the following task is about wanting participants to 
understand the OPM.  Facilitator to ensure they have captured the task 
as a foundation to understanding the model, before unpacking the 
model. 

Patterns Is a timed task so it’s important that if clues are required, they 
must be given (this is at the discretion of the facilitator, no clues are 
given in the guide). 

Facilitators are to ensure they have a good understanding of the ABL 
before moving forward, as per usual stay attentive to the things that may 
assist in the debrief later in the debrief discussion 



 

OPS1– Facilitator Guide 
August 2011 
© Child Youth and Family 

13 

IN-CONFIDENCE 

Exercise Purpose and Key Points 

TASK: Patterns Introduce the following activity based learning using the following 
prompts, if required: 

• The OPM is about embedding a patterned practice that offers 
professional practice at the centre of practice asked of staff in the 
residential environment. 

Facilitator’s instructions for ABL Patterns: 
1.  Ask the group to form a circle (if the group is too big, ask for a 

volunteer and ask them to lead the same ABL task in another 
space).  Ensure the facilitator is part of the circle and that 
everyone can see everyone 

2. Once you are ready, explain to the group that the ABL requires 
good observation, listening skills to identify and then follow the 
pattern. 

3. The task is simple – we as a team are going to the moon.  The 
captain (facilitator or volunteer) will let you know whether you can 
take stuff to the moon,  Participants (at the most appropriate 
time) will ask the captain if they can take the OBJECT to the 
moon – the captain will say yes or no. 

The captain is to start the task with the following statement:  I am going 
to the moon and I’m going to take…whilst touching their hair/head saying 
UM]…name the OBJECT. 
The only things that are allowed to go to the moon, are things where 
participants [touch their hair/head and OR say UM] before they name 
their OBJECT – this is the pattern. 
The aim for participants is to catch the pattern and start by touching their 
hair/head and or say UM – if this precedes it then the captain can say 
yes – if not the answer is no. 
After 2 minutes - Invite people to call out PAUSE and name the pattern.  
If the guess in incorrect they are automatically out of the task and can no 
longer openly guess. 
At the completion of the ABL task - divide participants (if needed) to 
explore what was hard about the task and what was easy – before 
debriefing the whole task. 
Before you start debriefing the task, ensure you ask participants to 
feedback their discussions before leading a wide group discussion. 

Strengthening 
Engagement link 

• Flight, Fright and the question of what is normal? 
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Exercise Purpose and Key Points 

Patterns baseline 
message 

In order to catch the pattern, participants require good observation, 
analysis, and evidence before stating what has become the obvious 
(pattern) 

• The Operational practice model is about establishing the points 
of the pattern, if you can not evidence the need to engage a 
specific regulation, observe a specific behaviour to assess the 
right response then it should be hard to move forward. 

• The skills engaged for patterns are very much the skills required 
when engaging in the boundary wall model, observation, 
analysis, evidence gathering. 

Facilitator to lead into the discussion around OPM linking to the 
conversation as required 

Facilitator note 
TASK: Positional and 
Personal power 

Operational Practice started with an understanding of the context of what 
is ‘operations’ - we now divert our attention to begin to recognise the 
position of power in the work that we undertake.  Facilitator to ensure to 
link some of the baseline messages from Strengthening Engagement. 

Some of the type of thinking that sits in the mindset of some staff will 
determine whether the factors in the OPM are there to guide us in our 
management of behaviour or whether they become restrictions. 

It is important that you establish the position we take as trainers – we are 
coming from a position of statutory interpretation from there we align it to 
what is known as the Residential Services code of practice, it is then we 
can explore and contextualise what happens in the units.   

This task should not take too long – the aim is to introduce the powers 
that exist with enough food for thought around what level of power they 
engage in. 

Facilitator to ensure the vid-clip is working to ensure the next part of the 
task can be done. 

TASK: Positional and 
Personal power 
 
WB 1.4 Positional 
and Personal Power 

WB page 12 

Facilitator to introduce new area of discussion.  Explain that this next 
point of discussion attempts to discuss two types of powers that exist in 
the daily operations of their job. 
Facilitator to write on the board:  Positional power and Personal power.  
Ask the wider group to pair up and have a brief discussion on what they 
believe the difference is.  When appropriate, scope the room with some 
feedback around the differences between the two powers before inviting 
participants to turn to page 12 in their workbooks for the definitions. 
Facilitator to lead discussion or align definitions with others where 
required, drawing on examples where required, when appropriate, 
introduce the vid-clip as a means to further demonstrate the two powers. 
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Exercise Purpose and Key Points 

Facilitator Note: 
TASK: Demonstrating 
powers 

The vid-clip will demonstrate positional power via the role of the mother.  
The aim for the mother was for her son to get on the bus – the power 
she chose to use was that of the superior figure calling on her positional 
power. 

Olive will demonstrate personal power.  She does not assume to assert 
her power of her role - centre of attention, reason for the trip, the primary 
dreamer of it all – her personal power reverts to that of the relationship 
she has with her brother, and allow her personal power (reason for her 
established relationship) to lead what needs to happen whilst allowing 
her brother the right to feel what he feels. 

A characteristic of positional power – is the focus on the bus first. 

A characteristic of personal power is placing the person and their 
vulnerabilities first acknowledged and then the bus comes into the 
picture – as is the case of the residential operational practice – both 
powers are required what ‘card’ we play first is pivotal when considering 
role depth in both practice, operations resulting in outcome. 

TASK: Demonstrating 
powers 
 
D 1.1 – Little Miss 
Sunshine 

Facilitator to first set the scene for the feedback discussions by using the 
vid-clip from the movie Little Miss sunshine to demonstrate the power of 
positional and personal power. 
Ensure you preface the clip with the following prompts: 

• Little miss sunshine is a movie (2006) focussed around a young 
girl named Olive whose dream is to be in a beauty pageant, 
albeit she is not your typical looking beauty, her family undertake 
a journey across the state to reach the dream of a not sure 
beautiful Olive. 

• On the road trip is Olive, her mother Sheryl, her gay uncle, her 
father and her half brother named Dwayne who hates his family 
and has taken a vow of silence to never speak to his annoying 
family, he lives and exists only to accomplish his dream of getting 
into the US Air Force Academy in order to become a test pilot.  

• The part that we will pick the vid-clip from is when his dream is 
shattered – 

• While watching the vid-clip attempt to apply some analysis to 
identify the two powers and how they are used. 

TASK: Demonstrating 
powers 

Facilitator to lead a discussion with the wider group post vid-clip using 
the baseline messages as a point of direction and using details in 
‘facilitator note vid-clip’ to align the vid-clip to positional and personal 
power. 
Highlighting the two different powers, voice pitch, body language and the 
primary focus, i.e. on the bus vs. what’s happening for the young person 
in that moment. 
Facilitator will need to contextualise the examples to the context of 
residence and their capacity for this practice. 

http://en.wikipedia.org/wiki/US_Air_Force_Academy
http://en.wikipedia.org/wiki/Test_pilot
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Exercise Purpose and Key Points 

Baseline messages • Within the residence, we need both positional and personal 
power to grow practice depth – the question is not therefore what 
is the better power, but instead an acknowledgment of the given 
power (positional) and the need for it to align with the power 
bought into the job (personal) 

• Operational practice is first acknowledging the two types of 
power in their residential practice.  A lack of acknowledging both 
powers would mean a lack of assessment of self in the decision 
making when managing young people 

• When you do not acknowledge the two powers in practice you 
risk the messaging around what the purpose of your role is in 
residential service.  For example – any dialogue that may involve 
a discussion around the lack of engagement with a child or young 
person may have a high exposure to positional power and have 
no issues with that – will lack insight around the importance of 
personal power as a tool to influence as opposed to positional 
powers primary tool of control. 

• The vid-clip shows the mother first wanting to deal with her son 
getting on the bus and then dealing with everything else later, the 
lack of personal power (or insight of their own personal power) 
will cut all empathy out of their practice – not allowing children or 
young people who feel vulnerable – be exactly that – vulnerable. 

End of Session One 
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Handover

Legislation
Code of practice

Care Team

Team Leaders

Assessments

RM

Case Leaders

 
 

 

 

 

Defining Residential Operations: 
The daily routine to meet the vision, purpose and expectations of residential services 

WB 1.1 – Scoping operations and definition of operations 

Child or 
Young 
Person 
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Regulation 27:
Professional standards of care to be provided in residences

Legislation
Regulations

National Residential Code of Practice

Pr
ac

tic
e 

ce
nt

re
Po

lic
y

R
es. Practice Fram

ew
ork

And Practice tools

MSD  Code of Conduct
Professional body – code of ethics
Organisational body

WB 1.2 – Operational Practice Model (OPM) 
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WB 1.3 – Partners in supporting Consistent Practice 

Office of Chief Social 
workers 
Learning and Development
Sites
C&P, YJ Teams (OPS)

-  Grievance panels
Legal services
Unions
SGH
Family court judges
NGO partners
Health and education
Iwi
Community liaison groups

The Children's Commissioner Act 
2003
This Act enables the Children's Commissioner and 
his staff to promote the rights, health, welfare, and 
well-being of children and young people between the 
ages of 0 and 18 years. The Children's Commissioner 
Act also directs the Commissioner to promote the 
United Nations Convention on the Rights of the Child 
(UNCROC).

Social Work Quality 
Assurance

• Align with R3
• Auditors once a year, 

calendar Jan to Dec

Your 
Residence

Te Puna Wai 
O Tuhinapo

Lower North

Korowai 
Manaaki

Whakatakapokai

EpuniTe Oranga

Puketai

Te Maioha O 
Parekarangi

Partners in Supporting Consistent Practice

 

National Office 
Residential Services 
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WB 1.4 – Positional and Personal Power 
 
 
 

Positional Power 
 

Personal Power 

Positional power:  Power that has come externally of self – you gain it with a role 
and you lose it when you leave that role (always temporary) 

 

Personal power:  Power that is internal of self.  This is the Mana that comes from 
your inner worth and value – it is your ‘truth’ that translates into your perspective 
and character.  Something you own and can not be taken from you 

Consider the type of decisions in your role as residential staff  
What decisions require either of the power themes? 

Why? 
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C 1.1 – Role Cards 
 

Young Person

C1..1 – Role Cards  

Care Team
Worker

C1..1 – Role Cards  

Team Leader

C1..1 – Role Cards  
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Case Leaders

C1..1 – Role Cards

 

Residential 
Manager (RM)

C1..1 – Role Cards  

Assessments

C1..1 – Role Cards
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Debrief/
Handover

C1..1 – Role Cards  

Legislation
Code of Practice

C1..1 – Role Cards  
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Session Two: Safety and Wellbeing in 
Regulations 
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Session Two: Safety and Wellbeing in Regulations 

Objectives: By the end of this session participants will be able to: 

• Discuss the Safety and Wellbeing in regulations model (SWRM) 

• Connect Regulations with National Residential services code of practice 

• Define Safety and Wellbeing within Residential Care 

Time 1hour 30 minutes 

Resources Laptop, Data show, White Board, Whiteboard Pens 

Cards C 2.1 Regulations Cards 

C2.2 Code of Practice Cards 

Workbook Pages 15 – 25 

Session Brief 
In this session the Safety and Wellbeing in Regulations model will be introduced.   
The themes for this session include: 

• Safety and Wellbeing in Regulations model (SWRM) 
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Exercise Purpose and Key Points 

Introduction to 
session 

When introducing the next session – ensure you orientate staff what 
parts of the OPM we are talking about. 
Facilitator to introduce session two using the following prompts, if 
required: 

• There is no expectation that participants will know the regulations 
off the top of their heads, although it is acknowledged there are 
key regulations. 

• Understanding regulations is not being to quote them word for 
word, its being able to implement the kaupapa of individual 
regulations.  

•  Primary objective is to become familiar with the regulations using 
the concepts of Safety and Wellbeing to frame their purpose 

• Peruse code of practice 

Facilitator note: 
TASK: Safety and 
Wellbeing 

The following task aims to define Safety and Wellbeing.  The task 
attempts to locate these definitions in a person’s instinctive response.  

The SWRM is based around the concepts of safety and wellbeing, so it 
is natural we start with defining the two ends of the spectrum and 
therefore raise the importance of not only being able to define using rote 
learning but to have an instinctive level of understanding. 

The definitions offered are reasonably black and white, so it is important 
that you have thoroughly explored behaviour attached to the definitions 
shared from the group – using the task to do this. 

In this task, the aim is two-fold.  The first is to simply define safety and 
wellbeing, ensuring there is enough discussion to wheedle out any 
opposing definitions.  The second is to identify behaviour – what do 
either of the concepts look like in residential practice. 

It is pivotal facilitators are familiar with the definitions of safety and 
wellbeing in order for links to be drawn with the task. 

This task should not take any longer than 20 minutes, unless the 
discussions have identified a number of opposing thoughts. 

TASK: Safety and 
Wellbeing – part A 

The following task will require some space for the group to form a circle 
– to begin the task you will need 3 volunteers.   
Once identified , introduce the task using the following instructions: 

• The task is the trust game – where 1 volunteer will stand in the 
middle of the circle, close their eyes and then fall forward keeping 
their feet firmly planted; the wider circle will catch the volunteer 
and push them in the opposite direction. 

• The wider group will form a 2 layered circle and when prompted 
by the facilitator using the word ‘switch’ the layered circles will 
shift their positions.  For example – switch would mean layer 2 
will move forward and layer 1 would move backwards (moving 
through the gaps), another switch would mean the same process 
in reverse – explain that the ‘switch’ calls will speed up. 
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Exercise Purpose and Key Points 

 With the instructions understood, ask the two groups to form a circle and 
using chart paper begin to record some of their thoughts and feelings 
leading into the task.  Lead a brief discussion with the wider group. 
Once done, ask the volunteers to leave the room, facilitator to ensure 
they can not see in the room.  Once they are out of hearing, explain the 
following instruction: 

• The task is as was explained, however, after the second ‘switch’ 
call, they will form one strong circle without the volunteer aware 
of the change in formation - from the second time the ‘switch’ 
calls will be faster but the calls will become irrelevant  – the aim 
is to let the volunteers think the 2 layers are really switching. 

Facilitator to ensure this is undertaken with all 3 volunteers before 
moving on to debrief the task.  Once each volunteer has gone through, 
they are welcome to stay in the room and watch the task. 
Debrief: 
Once the task is complete facilitator to lead out the messaging that 
comes attached to the task: 

• The wider circle and its layers have a three-fold meaning:  (1)  
the layers represent the two points of the axis safety and 
wellbeing (2)  the second meaning refers to the movement of the 
slide representing the mindset that must be carried when working 
in the regulations, it requires fluid movement in the regulations 
that shuffles between safety and wellbeing (3)  when both layers 
of the circle stood side by side and supported the volunteer it 
demonstrated how regulations needs to work alongside your 
practice. 

• The volunteer representing the young person. 
Once the initial debrief is explained, facilitator to go the brainstorm 
sheets brainstorm on how both groups felt and what they thought going 
into the discussion. 
Align these thoughts and feelings to the previous debrief of the task 
using the following tasks if required: 

• Our children and young people will come to our residences, 
unsure, anxious (facilitator to use words also from the volunteers 
brainstorm of thoughts and feelings) 

• Our role is to take the same healthy level of anxiety (identify 
other thoughts and feelings from the wider group brainstorm 
sheet) which drives the insurance that you will catch the 
volunteer – keeping them safe from harm. 

• The concern the wider group may have identified in their 
brainstorm will be about wanting to ensure their team colleague 
will not be hurt in any way – understanding the kaupapa of the 
game is about building trust, our ‘not-wanting’ to drop our 
colleagues are also about the interest of wanting to create a 
relationship/friendship with a base of trust.  Dropping them would 
affect their thinking, trust, feelings towards how they might see 
you. 

Facilitator to lead this discussion with an emphasis on participants 
wanting to keep their colleagues SAFE. 



 

OPS1– Facilitator Guide 
August 2011 
© Child Youth and Family 

28 

IN-CONFIDENCE 

Exercise Purpose and Key Points 

Facilitator Note: 
TASK: Safety and 
Wellbeing in 
Regulations model 
(SWRM) 

It is important to link the task to SWRM using the concept of safety 
before exploring wellbeing. 

You will lead the discussion by first introducing the SWRM, orientating 
participants to the discussion of safety first in order to set the scene for 
the remainder of the SWRM. 

TASK: Safety and 
Wellbeing in 
Regulations model 
(SWRM) 
 
WB 2.1 SWRM 
graphic 
WB page 17 

Facilitator to ask participants to turn to page 17 in their workbooks where 
they will see the SWRM graphic. 
Begin to describe the SWRM using the following prompts – and using 
your experience to further demonstrate the point: 

• SWRM primarily align regulations to Safety and Wellbeing in the 
context of risk. 

• It is identified that the regulations will sit in one of the four 
quadrants (facilitator to identify the four quadrants) – they then 
become the motivation and should evidence this in their 
response.  

• Safety in this context is defined as those regulations that will 
prevent a physical harm – death, situation.  

• Wellbeing is everything else that sits outside of a physical harm – 
death, situation  

• With the two spectrums identified we can begin to look at the 
regulations as drivers for safety and wellbeing of children and 
young people in care. 

Facilitator to lead out further discussion if required. 

Facilitator note: 
TASK: Alignment 

The following task has two parts to it. 
The first part will be a simple identify the quadrant task.  It will be part 
two of the task that might require the time.  However if there are 
opposing opinions around the card placement task – ensure you allow 
time to discuss. 
The second part of alignment includes the National Residential Services 
Code of Practice.  Ensure you have had a look at the cards with the 
Code of Practice information on it in order to guide this task better. 

TASK: Alignment part 
one 
 
C 2.1 Regulations 
Cards  

Before carrying on with the Alignment task, ensure participants have an 
understanding of the SWRM.  
Facilitator to explain the following task called alignment to further 
demonstrate how SWRM works. 
Explaining the task: 

• Facilitator to split participants into two groups. Each group will be 
provided with regulation cards as even as possible with some 
blu-tac.  On the white board you will draw the SWRM. 

• Each group will be asked to discuss their set of regulations and 
identify the quadrant the regulation sits in. 

Facilitator should note these regulations are to remain in place on the 
whiteboard for the remainder of the day as a visual prompt.  
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Exercise Purpose and Key Points 

TASK: Alignment part 
two 
 
 
 
 
 
 
 
WB 2.2 Regulations 
Index 
WB page 19-20 
 
C 2.2 C.O.P Cards 
(Code of Practice) 
WB page 21-24 

Facilitator to orientate participants back to the OPM – and locate the 
national residential services code of practice. 
 
Facilitator to use the following prompts to assist the introduction of the 
code of practice: 
 
The Code of Practice forms part of the chain of documentation 
promoting accountability and also required by Regulation 26 (National 
Code of Practice) of Children, Young Persons and Their Families 
(Residential Care) Regulations 1996. 

• To understand the relationship better - facilitator to divide the 
group into four even groups. 

• Once the groups are formed, explain to them that there are 
four stations around the room with a number of code of 
practice inserts laminated and chart paper at a table to record 
their answers (all teams on the one chart paper – answers 
will be colour coded). 

• The task is to read the cards that are extracts of the code of 
practice and answer the following questions: 

• What would be the ‘sample indicators’ to show the standard 
matches the conditions? 

• Using the Regulations index in your workbook page 19-20 
idenitfy the regulation that matches the standard listed. 

• Facilitator to unpack the words sample indicators if needed 
using the following prompts if needed: 

• Sample indicators are things you should evidence in 
documentation, practice or audits to show the standard has 
been met. 

• These sample indicators should be broad but focussed 
enough to be able source consistency across the practices. 

• Facilitator to select a small group facilitator in each group and 
let teams know they will be at the stations for 10 minutes to 
talk through this.  They will be prompted when to switch  

Facilitator to collate the chart paper and begin to lead a discussion 
around sample indicators and the regulation matching but first re-
ensuring the purpose of the task – prompts below if required: 

• Code of Practice and Regulations run hand in hand, the sample 
indicators information is populated by staff who are the hands 
and feet of the regulations. 

• The powers that come with the Code of practice and Regulations 
are because we walk the primary documentations out, so it is 
vital we know first of their existence and their relevancy to the 
decisions made daily 

• Sample indicators are a compilation of the work we do, decisions 
we make, practice we deliver to the floor.  Within the world of 
residence we can’t live without the other. 
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Exercise Purpose and Key Points 

 When debriefing facilitator to encourage participants to explore with 
depth around the sample indicators as it is the end point of their job. 
Facilitator to lead discussion to a close before referring to their code of 
practice.  Explain that as they return to site and peruse the code of 
practice they will see the similar format: 

• Standard 

• Sample indicator 

• References to the legislations, regulations and united nations. 
Facilitator to lead a discussion with the group if required.  If not it is 
pivotal the purpose behind all the work is demonstrated when referring to 
specific pieces of the sample indicator and regulation matching process. 
The SWRM model is a further reminder that amongst walking out the 
regulations in the operations world, there needs to be insight in the 
underlying strengths in practice that sits in the kaupapa in regulations 
that sit underneath. 

End of Session Two 
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WB 2.1 – Safety and Wellbeing in Regulations Model (SWRM) 
 

Safety

Wellbeing

D
Administration

Operations

A
High Safety Risk

B
High Wellbeing Risk

C
High Safety Risk

High Wellbeing Risk

Safety and Wellbeing in Regulations Model
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THE CHILDREN, YOUNG PERSONS AND THEIR FAMILIES 
(RESIDENTIAL CARE) REGULATIONS 1996 

 
 

1 Title and commencement 
2  Interpretation 

Part I 
Rights of Children and young persons  

in Residences 
(General) 

3 Right to professional and planned standards of care 
4 Right to be informed of certain matters 
5 Right to use personal effects 
6 Right to wear own clothing and articles of adornment 
7 Right to personal privacy 
8 Meals 
9 Right to be given instructions verbally 
10 Right to visits and communications with family and other persons 
11 Rights to send an receive 
12 Right of access to services 
13 Right to educational and vocational training 
14 Right to medical examinations and treatment 

Grievances 
15 Right to access grievance procedure 
16 Right to advocacy for grievance 

Part 2 
Limitations on powers of punishment and discipline 

17 Behaviour management programmes 
18 Punishments and sanctions 
19 Review of punishments and sanction 
20 Corporal punishment not to be used 
21 Torture, cruelty and inhuman, humiliating, or degrading discipline and treatment prohibited 
22 Use of force in dealing with child or young person 
23 Silence not to be used as a punishment  
24 Confinement to room restricted 

Part 3 
Management and inspection of residences 

General 
25 Director-General to provide facilities and training 
26 National Code of Practice 
27 Professional standards of care to be provided in residences 
28 Compliance with Regulations 

Grievance 
29 Grievance panels 
30 Further provisions relating to membership of grievance panels 
31 Functions and duties of grievance panels 

Plans 
32 Security management plan 
33 Emergency management plan 

Community Liaison Committee 
34 Community Liaison committee 
35 Functions of community liaison committee 
36 Meetings of community liaison committee 

Inspection of Residences 
37 Inspection of residences 
38 Powers of person conducting inspection 

WB 2.2 – Regulations Index 
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Part 4 
Searches 

39  Inspection of mail 
40 Child or young person may be searched to detect unlawful or harmful items 
41  Child or young person may be strip searched 
42 Internal examination 
43 Restrictions on searches and examinations 
44 Use of dogs for searching 
45 Power to seize articles, etc.  found on search or examination 

Part 5 
Secure Care 

46 Areas for provision of secure care to be designated 
47 Review of placement in secure care 
48 Confinement to rooms of children and young persons in secure care 
49 Contact with other children and young people 
50 Meals of children and young persons in secure care 
51 Range of planned, purposeful, and varied activities to be provided 

Part 6 
Records 

52 Admission register 
53 Personal Files 
54 Daily log 
55 Complaints register 
56 Secure care register 
57 Computerisation of records 
58 Access, use and retention of records 

Part 7 
Revocations 

59 Revocations schedule 
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C 2.2 – C.O.P Cards 

 

admission
Standard:

On admission, initial screening and assessment 
confirms all children and young persons have a 
valid legal status, and identifies immediate risk 
factors and individual needs that are relevant to 
the safe management of children and young 
persons while in the residence

United Nations Rules for the Protection of Juveniles 
Deprived of their liberty:

(12) Every Juvenile has a right to be examined by a physician immediately 
upon admission

(20)  No juvenile should be received in any detention facility without a valid 
commitment order

C 2.2 C.O.P Cards
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C 2.2 – C.O.P Cards 

 

competency of staff
Standard:

The Residence’s staff all possess competencies 
appropriate to their job descriptions

United Nations Rules for the Protection of Juveniles 
Deprived of their liberty:

(81)Personnel should be qualified and include a sufficient number of 
specialists

(82)  The administration should provide for the careful selection and 
recruitment

C 2.2 C.O.P Cards

United Nations Standard Minimum Rules for the 
Administration of Juvenile Justice:

(22.1)  Professional education, in-service training, refresher courses…

(22.2)  Juvenile justice personnel shall reflect the diversity of juveniles…
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C 2.2 – C.O.P Cards 

 

health & rehabilitation
Standard:

Children and young persons have access to a 
full range of health care and health promotion 
services and programmes that maintain or 
improve their health and well being, including the 
opportunity for a medical examination within one 
of admission

United Nations Rules for the Protection of Juveniles 
Deprived of their liberty:

(49) Every juvenile shall receive adequate medical care

(51)  The medical services provided to juveniles should seek to detect and 
should treat any physical or mental illness

(55)  Medicines should be administered only for necessary treatment on 
medical grounds…

C 2.2 C.O.P Cards
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C 2.2 – C.O.P Cards 

 

behaviour management
Standard:

In their daily interactions with children and young 
person, staff provide opportunities and support 
for children and young persons to make 
decisions, and to manage their own behaviour 
responsibly

United Nations Rules for the Protection of Juveniles 
Deprived of their liberty:

(66) Any disciplinary measures and procedures…

(83) …the personnel of juvenile detention facilities

(87 f)  All personnel should seek to minimise…

C 2.2 C.O.P Cards
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Session Three: Primary Regulations 
 

Objectives: By the end of this session participants will be able to: 
• Review and discuss Regulations 21, 22 and 24 in a Residential setting 

• Identify the links back to Code of Practice and other legislations 

• Practice the application of regulations to scenarios 

Time 1.00 – 2.35pm (1 hour 35 mins) 

Resources Laptop 
Datashow 
Whiteboard and Whiteboard Markers 
Blu-tac 
Markers 
Flipchart Paper 
Post-it notes 

Cards C 3.1  Regulation Header Cards – Reg.21, Reg.22, Reg.24 
C 3.2  Other Regulation Cards (x5) 

PowerPoint PPT 3.1 Regulations 21 and Definitions 
PPT 3.2 Regulations 22 and Definitions 
PPT 3.3 Regulations 24 and Definitions 

Wall Charts WC 3.1 Unpacking the Regulations (x3) 

Workbook Pages 26 – 49 

Session Brief 

The first part of this session will have participants working through primary regulations 21, 22 and 
24.  They will work through these regulations looking to unpack them further, connect to the 
Operational Practice Model and apply alternative practices that fit within the model to scenarios. 
The next part of the session will start to link participants into Incident Reporting where they will be 
re-introduced to the importance of accurate Incident Reporting by Residential Staff. 
It will link the purpose and requirements as outlined in the Incident Reporting Practice Centre 
Guidelines with the Residential Services Code of Practice, The Children, Young Persons, and the 
Families (Residential Care) Regulations 1996 and The Children, Young Persons, and the 
Families Regulations1989. 
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Exercise Purpose and Key Points 

Facilitator Note: 
Primary Regulations 
21, 22 and 24 

This session will focus on three Primary Regulations, identified by Res 
Services.  These are:: 

• Reg.21 – Torture, cruelty, and inhuman humiliating, or degrading 
discipline and treatment prohibited 

• Reg.22 – Use of Force in dealing with child or young person 
• Reg.24 – Confinement to room restricted 

You should make mention of some of the other regulations in residential 
practice, such as reg.48, reg.3 etc and be familiar to field any questions 
about these.  Have on hand a copy of the regulations, along with the 
code of practice and any other reference material. 

It has been identified that there is a need to focus on these primary 3 
regulations. 

To prepare you might consider familiarising yourself with the definitions 
behind these 3 regulations and either obtain or direct participants to any 
relevant supported examples if questions call for the need.  You will be 
aware that these regulations are addressed day in and day out for 
Residences. 

You will introduce participants to these regulations and make mention of 
others briefly from the offset before the lead into any brainstorm and 
practical application. 

Therefore, you might like to recognise the dynamics of the group after 
lunch, if mood seems a little low energy-wise you should lead out a brief 
5-minute icebreaker to get participants reconnected with the learning 
environment and re-energised. 

1.00pm (5 mins) 
ICE BREAKER 

Gauge the dynamics of the group after lunch. 
Lead out a 5-minute Icebreaker to get everyone back into the space of 
learning, if required. 

Facilitator Note: 
TASK: Revisit to 
Regulations 21, 22 
and 24 

In your resources you will have cards with the names of regulations on 
them, place these on the walls around the room and amongst them place 
the 3 Red Header cards, which represent the primary 3 regulations you 
will touch on in this part of the session.  You can briefly mention some of 
the other regulations, which some have been provided on the other 
regulations cards (but not limited to these). 

To lead this exercise out you will introduce the definition as per outlined 
in the residential care regulations, try to have prepared some examples 
of breaches to each of the 3 main regulations that highlight them more, 
i.e. silent treatment as punishment, confinement of other YP’s to their 
rooms when an incident for one YP plays out for their safety, which is 
illegal etc 

Link them into the Code of Practice and where it fits/supports the 
regulations, particularly the Use of Force, Isolation and Punishment 
sections.  The Code of Practice definitions and any other linking 
resources have been outlined in workbooks. 

Familiarise yourself with the United Nations Conventions, Rules and 
Standards and explore how their relevance may assist with any questions 
posed by participants who have knowledge of the code and regulations. 
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Exercise Purpose and Key Points 

1.05pm (15 mins) 
TASK: Revisit to 
Regulations 21, 22 
and 24 
PPTS 3.1 3.3 
(optional) 
C 3.1 x3 Red 
Header Cards 
C 3.2 x5 Other 
Regulation Cards 
WB 3.1 – 3.2 
Definitions 
WB pages 29-37 

You will have placed the red header cards and the other cards around 
the room before the start of this session. 
Briefly outline the purpose of this session to the participants using the 
information as prompted in the previous Facilitator notes. 
Spend a couple of minutes introducing the definition and an example to 
each of the 3 primary regulations, link in the Code of Practice also and 
how it supports the regulations. 
Alternatively, you can invite a participant to define the regulation, some 
participants will feel they already know the regulations (be aware there 
will be some participants who do not know the definition).  Follow up the 
participants’ definition by outlining the definition as per the regulations. 
You can use the powerpoints slides if necessary. 
Be prepared to address or follow up on any questions participants may 
introduce. 

Facilitator Note: 
TASK: Unpacking 
the Regulations 

Having just outlined the regulations, this next activity will unpack the 
regulations more by getting participants to discuss in pairs what they 
identify as breaches to the regulations look like.  They will then record 
their thoughts and place on the wall charts headed accordingly. 

The purpose is to first establish what participants understand to be 
breaching the regulation.  Then the facilitator will lead a discussion with 
the wider group looking at unpacking some of these breaches more and 
what they may look like for a C/YP.  They can reflect on these further 
during the Oz Principle in session 4 where they can identify some above 
the line practice interventions/engagements. 

Again, it will be useful to link in any application to the Code of Practice 
and any other Regulations/Legislations that support the discussions. 

You should link back how the ‘Partners in Supporting Consistent Practice’ 
Model from session 1 plays a role in the processes, how can some of 
these extra resources provide support to the C/YP, staff etc 

1.20pm (25 mins) 
TASK: Unpacking 
the Regulations 
WC 3.1 (x3) 
 
Post it Notes 
Flipchart Paper, 
Markers, blu-tac 

Create 3 separate wall charts, using flipchart sheets, headed accordingly: 

• Unpacking the Regulations – Reg.21 

• Unpacking the Regulations – Reg.22 

• Unpacking the Regulations – Reg.24 
Provide participants with some post-it notes and introduce them to the 
next activity of recording an example of a breach they can recall, heard 
about, could outline and place it on the flipchart. 
Use one post-it note per breach, and try to encourage participants to 
think of 1 breach for each of the 3 regulations. 
Allow them a couple of minutes to discuss in pairs with the person next to 
them, and then record and place their breach. 
Lead a discussion unpacking some of the examples outlined on the 
charts.  Ask how these might look like for a C/YP, and how they link to 
relevant supporting codes and regulations. 
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TASK (continued): You can record the discussions key points on the whiteboard; 
participants will have space in their workbooks to record key points. 
Alternative to the task mentioned above, to allow discussion time and 
movement within the group you could use the adolescent assessment 
spectrum of an agree/disagree discussion between participants.  Using 
one of the post-it notes, ask participants to decide if they agree or 
disagree that it is a breach or not.  Then get them to partner up and 
discuss between each other why/how they came to their decision. 
Their maybe some personal points of views being rationalised by 
participants, challenge their thinking by linking their reasoning back to 
how it fits within Codes and Regulations. 

Facilitator Note: 
TASK: Regulation 
Scenarios 

The next activity will provide participants with the chance to review 3 
different scenarios.  Conduct a discussion within their groups and outline 
responses to a set of scenario questions. 

The purpose of this activity is for participants to use practice scenarios to 
review, discuss, and identify the breaches that have occurred with 
regards to the primary regulations, also any other breaches that may 
have occurred as per the Operational Practice Model.   

They should be attempting to identify alternative interventions or 
engagement methods before outlining their group’s decision on whether 
this scenario could’ve been prevented at an earlier stage and how i.e. 
staff needing coaching in specific areas, young people needing deeper 
case discussions with case leader etc. 

You should wander amongst the groups to gauge they are on the right 
track and identified the appropriate regulations and definitions before 
they present material back. 

Before each group has presented their outcomes, allow a couple of 
minutes for the wider group to read and familiarise themselves with their 
story. 

Each group is required to present back their responses to their scenario.  
After each groups’ presentation, allow a couple of minutes for the wider 
group to provide any additional responses that they may have identified.  
Finish the discussion by highlighting any further points not identified, then 
direct the next group to do their presentation and continue this process 
until all groups have presented. 
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1.45pm (50 mins) 
TASK: Regulation 
Scenarios 
 
WB 3.3 Regulation 
Scenarios with 
Scenario Questions 
WB page 38-41 
 
Flipchart paper, 
Markers, Blu-tac 

Split the groups up into 3 smaller groups. 
Direct participants to the Scenarios and Scenario Questions in their 
workbooks page 37.  A copy of the scenario questions are: 

• Name what, if any, regulation(s) may have been breached in this 
scenario? 

• Outline the definition that has been breached? 

• Linking to the 4 walls of the Ops Practice Model, outline what 
other possible breaches of practice, if any, have occurred? 

• What types of interventions or early engagements could’ve 
occurred in this scenario to prevent it escalating to the point it 
did? 

• Did this scenario have to play out to the point it did, could it have 
been prevented much sooner and how? 

Allocate one scenario to each group and get them to work through the 
responses to the scenario questions provided.  Encourage them to 
expand their thinking and not just sit within the walls of the questions. 
Bring the wider group back together. Each group will do a brief 
presentation back to the wider group identifying their responses to the 
questions. 
Before each presentation starts, get the wider group to quickly read 
through the scenario being discussed. 
Lead out a brief discussion after each groups’ presentation to allow any 
further responses to be identified by the wider group. 

2.35pm Afternoon Tea 
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Session Three PPTS 3.1-3.3 – Powerpoints 
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Session Three C 3.1 – Primary Regulations Cards 
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Session Three C 3.1 – Primary Regulations Cards 
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Session Three C 3.2 – Other Regulations Cards 
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Session Three C 3.2 – Other Regulations Cards 
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Session Three C 3.2 – Other Regulations Cards 
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Session Three WB 3.1 – Primary Regulation Definitions 
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Session Three WB 3.2 – Code of Practice Definitions 
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Code of Practice link: 

http://doogle.ssi.govt.nz/documents/business-groups/helping-clients/child-youth-family/what-
we-do/residential-services/code-of-practice-res-care.pdf  

http://doogle.ssi.govt.nz/documents/business-groups/helping-clients/child-youth-family/what-we-do/residential-services/code-of-practice-res-care.pdf
http://doogle.ssi.govt.nz/documents/business-groups/helping-clients/child-youth-family/what-we-do/residential-services/code-of-practice-res-care.pdf
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SCENARIO QUESTIONS 
Outline the responses to the following questions: 

• Name what, if any, regulation(s) may have been breached in 
this scenario? 

• Outline the definition that has been breached? 
• Linking to the 4 walls of the Operational Practice Model, outline 

what other possible breaches of practice, if any, have 
occurred? 

• Did this scenario have to play out to the point it did, could it 
have been prevented much sooner and how? 

• What types of interventions or early engagements could’ve 
occurred in this scenario to prevent it escalating to the point it 
did? 

Session Three WB 3.3 – Regulation Scenarios with Questions 
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SCENARIO A 
STAFF:  TEAM A – Wayne and Joe; TEAM B – Hemi, Timoti 
C/YP:  Frank and Tommy 
 “Room 2?”, “yep he’s all good. Don’t worry too much about him, this morning he got into a little tiff with Frank 
in Room 5 but it’s sorted, Frank is in secure, so all good”.  The two teams doing handover start to laugh at the 
idea that the unit was all good.   

Hemi had only just come back from 1 months leave, he had been looking forward to catching up with Frank to 
see how he was doing, he recalls the last conversation he had with Frank was about Turangawaewae. 

Tommy in room 2 was new to Hemi, he was told that Tommy was a handful but all good once he knew who 
was boss.  He also heard Tommy was from the same iwi so Hemi was keen to meet the new kid. 

Tommy was sitting waiting for the unit meeting to start when Hemi walked in, Hemi gave Tommy a quick 
head nod, Tommy didn’t respond.  Timoti quickly started the meeting with a Karakia, “amene”.  First agenda 
was a welcome back speech to Hemi, Hemi quickly introduced himself to the new YPs, he made a special 
mention of the iwi he was from and noticed that Tommy gave him a quick look. 

Later when he managed to sit with Tommy, he found out that he was scared of what would happen when 
Wayne and Joe (staff members) got back into the unit.  Tommy quickly explained that the ‘tiff’ that was 
mentioned earlier in handover did not involve him but he was dragged in it by another staff member who was 
trying to restrain Frank and thought Tommy was trying to get away. 

Tommy said that Joe (staff member) was giving Frank heaps, Frank then pushed Joe into Tommy who tried 
to support Joe, and that was when Wayne (staff member) was walking past, and thought Tommy was trying 
to hit Joe.  Wayne then restrained Tommy and put him in timeout.  Joe made a case for Frank to go to 
secure. 

At the time Hemi was speaking with Tommy, Hemi noticed Tommy rubbing his hands nervously together, 
worrying about what will happen to him when Wayne and Joe are back on shift. 
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SCENARIO B 
STAFF:  Tim, Joe, Karen and Sean 
C/YP:  Stella (aka Steven) 
Stella is a 16-year old transgendered teenager who was just admitted to the Residence into a mixed 
vulnerable YP’s unit.  All staff and YP’s were already sitting around in the common lounge just talking and 
playing games. 

Shift Leader Joe, decided to call a unit meeting to welcome Stella and go over some of the unit rules with her.  
After everyone did their introductions, Stella asked to speak and gave her own introduction, she was also 
happy to explain to people who she was (without giving her born name, Steven). 

Staff thanked Stella for her being open and seemed to have accepted her request to be referred to as Stella 
and as a female.  The 5 YP’s who were already part of the unit were in a good space, so welcomed Stella 
into the unit openly. 

Later in the day, for good behaviour from the day before, the YP’s were given TV time prior to dinner, so they 
were all in the TV room with staff member Sean and Tim was sitting just outside the open door.  Karen was in 
the kitchen preparing dinner and Joe was in the Hub writing up paperwork. 

Stella asked to go to the toilet, so Tim escorted her and unlocked the toilet.  As Stella entered, she noticed 
there was no toilet paper, so she asked Tim if he could obtain some for her.  Tim responded, “hurry up and 
go toilet, what do you need toilet paper for just shake it off”.  No one else heard the comment. 

This offended Stella who got upset and stormed away from Tim, connecting with Tim’s shoulder with hers 
and swearing at Tim.  Tim let go of the toilet door, grabbed Stella’s arm, she started to try yanking away from 
Tim but slipped and was on the ground, so Tim applied the NVCI technique on Stella on the floor. 

At this stage Karen had come over and Joe had come out of the Hub to assist and find out what had 
happened.  Tim explained that Stella pushed him and started swearing at him and when he went to grab her 
arm, she started to struggle and fell to the ground continuing to struggle, so he applied the NVCI technique. 

Joe took over with Stella and asked her to walk with him to the timeout room where she could explain to him 
what happened.  Joe asked Tim to go back to the rest of the group in the meantime and assist Sean but also 
sit where he could see line of sight to the Timeout Room.  Karen then went back into the kitchen to finish off 
preparing dinner. 

Stella was upset and crying in the Timeout Room, Joe took a seat in the doorway, so not to be in the room 
with Stella and proceeded to talk with her.  Stella explained that she needed to go to toilet for “number 2’s” 
and there was no toilet paper, so she asked Tim to obtain some.  Stella advised that Tim made a rude 
comment which she took offense to.  Joe proceeded to apologise to Stella and offered her a Grievance Form 
to complete. 
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SCENARIO C 
STAFF:  Calvin, Tom and Christine 
C/YP:  Todd and Cory 
All YP’s were sitting around the common area calmly talking and playing cards, except Todd and Cory who 
were sitting at the table playing chess and being loud and obnoxious, ignoring staff requests to quieten down. 

Other YP’s got irritated and used swearing words to request that Todd and Cory quieten down. 

Todd took offense and started to argue back with the other YP’s, Cory stood up and stated “is that us, let’s do 
this”.  The remaining YP’s were starting to escalate with this attitude however Tom and Calvin immediately 
stood up to intervene. 

Tom and Calvin were the only staff in the unit with 5 YP’s the Shift Leader Christine was up at the Admin 
office collecting some items for one of the YP’s from the Case Leader. 

Tom and Calvin moved away from the couch where they were with 3 YP’s and directed them to continue 
what they are doing and not get involved, remain calm.  They then escorted Todd and Cory to the Bedroom 
wing where they placed both boys in their rooms and shut the door, to think about their disobedience and 
reflect on their behaviour. 

Christine returned to the unit from a meeting which took over an hour, she was happy to see a calm unit, 
something she prides in her team.  However, she noticed Calvin was on the couch with 3 YP’s, Tom was 
standing near the bedroom wing observing the lounge and bedroom wings.  She then proceeded to ask Tom 
where Todd and Cory were.  He explained they were removed to their room as they were ignoring staff 
instructions and their behaviour escalated where it was causing other YP’s to escalate. 

Christine made her way down the wing; spoke to each boy individually from their bedroom door (so Tom 
could still see her).  She then asked and directed both boys to come into the common lounge and take a seat 
back at their table and continue with their chess game, which they did so much quieter. 

Christine, then spoke with Tom in the hub about the use of confining YP’s to their room.  She had the same 
conversation with Calvin as Tom went back out to monitor the YP’s. 

Christine then called a unit meeting to address the behaviours.  Todd and Cory apologised to the group for 
their behaviour.  The remaining YP’s apologised to the staff for getting involved and their behaviours. 
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Session Four: Incident Reporting 
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Session Four: Incident Reporting 
 

Objectives: By the end of this session participants will be able to: 
• Measure and assess their knowledge and understanding of incident 

reporting 

• Review the Incident Report Practice Centre Guidelines  

• Complete and analyse an incident report 

• Discuss the key questions to refer to when writing an incident/event 

• Identify the impacts of poor incident reporting 

Time 2.50 – 4.30pm (1 hour 40 mins) 

Resources Laptop 
Datashow 
Whiteboard and Whiteboard Markers 

DVD D 4.1  Gridiron Gang (extracted clip) 

PowerPoints PPT 4.1 Reporting Requirements  
PPT 4.1 Incident Reporting Key Questions to refer to 

Facilitator 
Resource 

FR 4.1  Components of a Completed Incident Report 

Workbook Pages 50 - 71 

Session Brief 

This session follows on from session 3 where participants will be asked to work through case 
scenarios to identify and offer analysis on completed reports.  The key questions that staff should 
be re-connecting with every time a report for an incident/event has been written, will also be 
explored in this session. 
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Exercise Purpose and Key Points 

Facilitator Note: Residential Services have an Incident Reporting Practice Guideline for all 
residential staff to refer to via the Practice Centre.  The guidelines 
highlight the importance of the recording of incidents, you may want to 
familiarise yourself with its whereabouts and content. 

The Authorities for Standard, as per the guidelines, are driven by the: 
• Children, Young Person and Their Families Act, (Residential 

Care) Regulations 1996, Section 6, Regulation 58  (regulation 54 
Daily Log recording also supports the authority to create this 
standard) 

• Death of a Child or Young Persons in Residential Care Practice 
Guidelines 

• Child, Youth and Family Management of Exceptional Events. 

Incident Reporting guidelines require that: 
• All specified incidents / events are categorised and reported as 

per the standard 
• All appropriate people are informed within the specified 

timeframes 
• All specified incidents / events are recorded on the appropriate 

forms (you may want to have a blank copy to distribute if new staff 
have not seen this form yet) 

• A database of all specified incidents / events is maintained at 
each residence and at National Office. 

Knowing the importance and purpose is beneficial however 
understanding why and knowing how to complete an accurate and 
detailed report requires more attention than just applying the guidelines, 
for example correct spelling and grammar, appropriate language no 
slang/jargon, additional and backing documents are completed and so 
forth. 

It has been identified in audits and quality assurance checking that there 
have been instances of inaccuracies with incident reporting, such as no 
identification of triggers, inappropriate engagements/interventions 
applied, corresponding documents not completed or not matching detail 
in incident report etc 

The key messages you will be driving out later in this session are based 
around the key questions participants will need to apply when completing 
a report about an incident/event.  The key questions will support the 
writing of an accurate and detailed incident report for thorough casework 
to occur. 
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Exercise Purpose and Key Points 

Facilitator Note: 
CONTINUUM: 
Measuring 
knowledge around 
Incident Reporting 

The purpose of the first activity will take participants through a continuum 
to get them to reflect on their own knowledge and understanding of 
completing an incident report to ensure it is completed fully and 
accurately to achieve Audit and QA standards. 

Participants may rate themselves low and this maybe due to reasons 
such as, little to no coaching, training needs, what and how to record 
information, unaware of definitions/incident category ratings, or it could 
be a lack of knowledge of the Practice Guidelines and Code of Practice 
requirements. 

Experienced staff might rate themselves higher than newer staff, due to 
having completed so many reports already for a lot longer and they’ve 
developed their process to it. 

This activity will require some moving around, so you may want to make 
space down the middle of the room so participants are able to scale 
themselves.  The scale will be measured from 1-10, so you should get 
participants to picture an imaginary line along the floor (you can just write 
numbers 1, 5 and 10 on blank pieces of paper to clearly make the scale). 

Is there any de-briefing done in your supervision on your incident report 
recording?  Such as, what worked well and what could’ve been done 
differently.  If not, they may want to consider building this into practice 
clinics. 

Depending on the responses, some participants may find that they need 
to move themselves slightly higher up the scale to get a truer reflection.  
Participants will get a chance to reflect on where they rated themselves 
later in the session to see if their level of understanding and knowledge 
around recording and reporting incidents has shifted. 
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Exercise Purpose and Key Points 

2.50pm (10 mins) 
CONTINUUM: 
Measuring 
knowledge around 
Incident Reporting 

Provide participants with a brief introduction to the Continuum task. 
As you ask them to stand, you may want to consider getting the tables 
moved to the side slightly to allow all participants to measure themselves 
in a Continuum scale which will be placed along the floor (unless you 
have space to do this task safely in the back of the room). 
Imagining there is a scale from 1-10 along the floor where: 

• 1 measures participants have under the Audit and QA required 
understanding and knowledge when completing an incident/event 
report 

• 5 means participants are able to complete a report that meets the 
guidelines – the bare minimum acceptable 

• 10 means participants are able to complete a great report that 
meets guidelines, outlines clear triggers, 
interventions/engagement applied and more. 

Get participants to place themselves where they feel they rate 
themselves in terms of being able to complete an incident report with the 
knowledge and understanding they each may have. 
Facilitator to lead a discussion, linking to where any clusters that may 
have formed.  Ensure you flesh out what these clusters may mean or 
look like for participants, using some of the prompts.  You may find that 
participants may want to move themselves up the scale after fleshing 
deeper into their thoughts. 
You could use some of the following prompts to help flesh out more 
clarification: 

• How many of you can identify triggers of an incident easily to 
immediately and accurately record them in a report? 

• Can you identify all the documents you must update/record into 
when an incident/event occurs, such as, daily log, incident report, 
use of force, injury description sheet etc? 

• How many of you feel confident in addressing and suggesting 
alternative interventions and/or engagement methods? 

• How many of you can state a couple of the more common 
Regulations, Legislations, Acts associated closely to Incident 
Reports i.e. Reg.368(1)(a and/or b), Reg.22, etc 

• How many of you work together to get a full picture of the 
incident? 

Use flipchart sheets to record some of the different gaps participants may 
identify so you can link back to these later.  Inform participants that we 
will revisit this continuum at the end of the session to see if their 
knowledge and understanding has caused a movement in their rating. 
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Exercise Purpose and Key Points 

Facilitator Note: 
TASK: Incident 
Reporting Practice 
Centre Guidelines 

You will briefly take participants on a re-familiarisation with the Incident 
Reporting Practice Centre Guidelines, in relation to the Child or Young 
Person, highlighting: 

• The purpose of timeframes when completing a report 
• Linking them to the terms and definitions of incidents. 

The purpose of this activity is to review the timeframe guidelines 
connected to Incident Reporting, which will outline the importance of 
completing reports of any incidents/events immediately or as soon as 
possible post the incident/event. 

The Powerpoint slide displays the Incident Reporting Timeframe 
requirements per category in regards to Children and Young Persons 
related incidents/events.   

You will talk participants through this process outlining these are the 
guidelines and timeframes as set out in the Practice Centre Guidelines. 

• Category A – are Incidents /events that have a serious nature 
about them and need to be reported to National Office 
immediately.  So, they require the Manager (or a directive from 
the Manager) to… 

• Category B – are the incidents / events that have a high allegation 
to them however are not serious to be rated a Category A.  These 
incidents / events require the Manager (or a directive from the 
Manager) to… 

• Category C – are incidents / events that are slightly more minor in 
issue, cause no or minimal effect on another person/self and/or 
are manageable at Residence level.  These incidents / events are 
required to measured as part of the monthly report 

A Serious Event Notification needs to be completed by the on-duty 
Manager for all Category A incidents and some of Category B incidents.  
These notifications need to referred on to National Office within a few 
hours of the incident occurring. 

Participants may question what relevance this is to them, you can link the 
rationale to: 

• Relevance and clarity around the purpose of each category 
• Improved clarity around selecting the best appropriate 

incident/event rating 
• An insight into the triggers/de-escalation process of a C/YP. 

You can refer to the Hamper model as support. 

There is no delivery session in regards to the terms and definitions for 
incident reporting, however these have been provided in participants’ 
workbooks, so you can direct them to review these later. 
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Exercise Purpose and Key Points 

3.00pm (10 mins) 
TASK: Incident 
Reporting Practice 
Centre Guidelines 
PPT 4.1 Reporting 
Requirements 
WB 4.1 Terms and 
Definitions 
WB Pages 44-48 

Use the powerpoint slide to introduce the Incident Reporting Practice 
Centre Guidelines on Timeframe Reporting Requirements. 
Briefly talk through the slide, ensure that for every category, positive 
emphasis is placed on the importance of completing reports immediately 
post any incident/event. 
Inform participants that a list of terms and definitions has been provided 
as an additional resource in their workbooks. 

Facilitator Note: 
TASK 1: Gridiron 
Gang Incident 
DVD/Scenario 

The purpose of this next session will be to get participants to watch an 
incident as it is played out from a scene within the Gridiron Gang movie, 
which connects with this training from a Residential perspective.  Then 
they will practice writing out an incident report based on the clip from the 
movie. 

There are 2 short clips that need to be shown prior to the incident clip 
that played out as these give a brief introduction to the background and 
triggers that lead up to the incident. 

Participants will then be required to work in small groups of 3-4 people 
(make sure there is an even number of groups formed for the next 
activity), have a brief discussion and draft up an incident report.  There is 
space provided in participant’s workbooks where they can draft up their 
incident report, or you can provide them with a separate photocopy of the 
page taken from their workbooks. 

Incident Report comments written by staff need to watch the use of 
inappropriate language, no jargon/slang, no abbreviations or acronyms 
where possible and no personal views, beliefs or opinions.  They should 
be focussing on recording clearly the details of the incident, including the 
people involved in the incident, when and where it occurred, any triggers 
or other substantial factors that may have escalated the incident and any 
intervention/engagement methods applied. 
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Exercise Purpose and Key Points 

DVD Clip 
Information 

BACKGROUND 

• Willie Weathers is a teenager from the 88 Gang 

• Calvin Owens is a teenager from the 95 Gang 

• Both young people are currently in a Juvenile Detention Centre 
for crimes committed prior against their opposing gangs (88s v 
95s) 

TRIGGERS 
Trigger 1: commences 16m:31s – 16m:58s (27 secs – Chapter 4) 

• Highlights the start of the Gang rivalry 

Trigger 2: commences 29m:20s – 29m:35s (15 secs – Chapter 7) 

• Lead up directly before the assault, that escalates behaviours due 
to a conversation had privately between the 2 young people 

INCIDENT 
Commences 30m:00s – 30m:10s (10 secs – Chapter 8) 

• Willie assaults Calvin which causes Calvin to react and the boys 
to fight with each other in front of other young people 

3.10pm (30 mins) 
TASK 1: Gridiron 
Gang Incident 
DVD/Scenario 
D 4.1 Gridiron Gang 
Clip 
 
WB 4.2 Incident 
Report Template 
WB page 52 
WB 4.3 Operational 
Plan 
WB page 53-59 
FR 4.1 Completed 
Incident Report Draft 
FG page 96 

Introduce the activity by providing a brief to participants about the DVD 
clip and the young people in question.  So, you may like to record the 
names of the characters on the whiteboard for participants to refer to. 
You will provide participants with a copy of the Operations Plan for this 
scenario. 
In small groups of 3-4 people, participants will: 

• Watch the DVD clip 
• Review the Operations Plan 
• Draft up an Incident Report, ensuring they outline the: 

o People involved in the incident 
o Any triggers or other factors 
o Interventions/ Engagement methods used 
o The actual Incident 

Get participants to use page 2 of the incident report template provided in 
their workbooks or you might want to prepare copies in advance so 
participants can work on these for the activity. 
You can allow up to 30 minutes for this part of the activity to be 
completed (including the video time). 
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Exercise Purpose and Key Points 

Facilitator Note: 
TASK 2: Gridiron 
Gang Incident Peer 
Review 

When participants have completed drafting their incident reports or you 
may need to call a close to the activity if participants still have not 
finished), you should highlight and introduce them to the key questions 
(baseline messages) that participants should be reflecting on every time 
they are completing a report of an incident/event. 

The key questions have been provided as a 1-page reference in 
participants workbooks and a copy of this is on page 65 of this facilitator 
guide.  Facilitator should view and familiarise themselves with these key 
questions to link with any previous messaging. 

Once you have driven out the key questions, you will instruct 2 groups to 
join together and complete a peer review on each other’s incident report 
drafts.  During the writing of the incident report, you should’ve wandered 
around and gauged how groups are progressing, during this time you 
might like to identify the groups that will work together to encourage a 
good peer review, which will include positive and constructive feedback. 

You will find that groups may challenge each other when they engage 
and do their peer reviews.  You may need to engage within the groups to 
bring them back to the purpose of the task and get them to reflect back 
on the key questions (messages). .You could get them to apply the 
Appreciative Inquiry method in their peer reviews. 

Participants will remain in the combined small groups they were just 
working in and reflecting an any common themes that may have formed 
during the peer reviews, they will come up with a quick baseline message 
or messages that they can take away with this sessions key questions 
back to their units to reflect on when writing up a report of an 
incident/event. 

3.40pm (40 mins) 
TASK 2: Gridiron 
Gang Incident Peer 
Review 
PPT 4.2 Key 
Questions 
WB 4.4 Key 
Questions 
WB page 66 

Before moving participants on to the next stage of this activity you will 
deliver the key questions (messages) that participants need to be 
reflecting on whenever they are writing a report of an incident/event. 
Be prepared to field any rationale from the participants and reflect back to 
how these key questions provide a guide to the information that needs to 
be outlined in reports as per Incident Reporting Practice Centre 
Guidelines. 
Get 2 groups to combine together, switch reports over and complete a 
peer review of each others incident reports.  The review time should take 
no more than 5 minutes. 
Then each group will feedback and outline with each other any areas of 
the report that were done well or could be improved. 
Challenging may occur within the groups, be sure to monitor these and 
ensure they remain connected with the key questions (messages). 
Instruct the groups to spend a few minutes trying to draw out any themes 
that may have been identified and come up with their own baseline 
message(s).  If time permits, get them to feed some of these messages 
back to the wider group. 
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Exercise Purpose and Key Points 

Facilitator Note: 
CONTINUUM:  

Re-Measuring 
knowledge around 
Incident Reporting 

Linking back to the Continuum that was done at the start of this session, 
you will re-open this activity and ask participants to reflect on the 
instructions from the earlier activity and re-scale themselves on the scale, 
again making sure there is enough room for people to move around 
safely. 

The aim is to move the clusters that may have formed earlier up the 
rating scale with the goal of having improved understanding and 
knowledge when completing incident reports. 

Look for any big shifts, especially if any of the lower scales from the first 
task are no longer evident and have moved higher up the scale.  Draw 
out from the participants what some of their knowledge gaps may have 
been and whether this session has been helpful in providing new 
learning. 

4.20pm (10 mins) 
CONTINUUM:  

Re-Measuring 
knowledge around 
Incident Reporting 

Link participants back to the outline of the Continuum and get them to 
rescale themselves. 
Draw out from the new scale any movements in clusters, compared to 
the earlier continuum, and try to unpack what caused the movement in 
scale. 
You could close this part of the session by doing a brief wrap up to drive 
home the importance for participants to address the key questions when 
completing a report of an incident/event. 

4.30pm FINISH 
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Session Four PPTS 4.1-4.2 – Powerpoints 
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Facilitator Note:  
Terms and Definitions only have been provided in participant workbooks 

 
 
Incident Categories (Child or Young Person Related) 

Incident 
Category 

Incident / Event 

A 

Death in Custody 

Serious injury – requiring off site medical treatment 

Suicide attempt – requiring off site medical treatment 

Serious illness – requiring off site medical treatment 

Escape – break out 

Escape – whilst being escorted off property 

Alleged assault (resident v resident) – causing serious injury 

Alleged assault (resident v staff member) – causing serious injury 

Alleged assault (resident v other) – causing serious injury 

Serious disorder – police required/requested to attend 

B 

Suicide attempt – on site medical treatment required 

Alleged sexual assault 

Children or young persons taken into police custody 

Escape – whilst on leave 

C 

Suicide attempt – no medical treatment required (monitoring required) 

Alleged assault (resident v resident) – causing no/minor injury 

Alleged assault (resident v staff) – causing no/minor injury 

Alleged assault (resident v other) – causing no/minor injury 

Use of force – child or young person required to be physically restrained 

Sexualised behaviour 

Alleged offence – other than assault or sexual assault committed whilst in residence 
referred to police 

Minor injury – on site medical treatment 

Secure care admission 

Minor disorder/offence – significant misbehaviour not referred to police 

Session Three WB 4.1 – Incident/Event Guidelines (includes Terms and Definitions) 
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Other Significant Incidents / Events 
The following list of significant events are rated as Category A 
events and must be reported to National Office as per the following 
standards: 

Incident 
Category 

Incident / Event 

A 

• Immediate notification by telephone to Operations 
Manager, anytime day or night 

• Manager Residences to furnish an incident report to 
National Office within 4 hours of incident being 
advised (if within office hours) or by 12 noon on the 
next business day; the incident report will provide 
details of: 

o Who was involved in the incident / event 
o When did the incident / event occur 
o What was the nature of the incident / event 
o Where did the incident / event occur 

• National Office to advise Communications ASAP 
Work related death 
Serious injury – work related requiring hospitalisation 
Injury – work related medical treatment required 
Serious illness – at work requiring hospitalisation 
Assault (staff member assaults child or young person or other) 
Serious breach of code of conduct 
Fire / Emergency services required 
Major communications failure 
Major breach of security (other than child or young person related incidents) 
Serious injury to visitor/tradesman/professional related incident 
Negative media exposure 
Other significant incident / event 
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Facilitator Note:  
Page 2 of this template is separated in Participants Workbooks for them to work on for the activity. 

 
 
 

Residential Services 
Safe Environment- Lasting Change 

6.01 - Incident Report Form 

Residence <                                             > 
   

Date of Incident       Time of Incident        
   

Name(s) of Resident(s) Involved 
(Include DOB and legal status) 

      

  

Name(s) of Staff Involved 
Indicate if staff member is Sup, RSW, YW Casual etc) 

      

    
Where did this Incident take place 
unit / school / courtyard / gym / car / other       

Specific Area 
bedroom / dinning room / living area / 
corridor  etc 

      
 
Were the police contacted in relation to this 
incident? 

Yes 
 

No 
 

If yes - provide details of any actions the police took in relation to the 
incident 

   

Was physical intervention required? Yes 
 

No 
 

If Yes – the use of force section is to be completed and attached to this 
Incident Report 

   

Was anyone injured as a result of the incident?  Yes 
 

No 
 

If yes – the injury description section must be completed and attached to 
this Incident Report.  If a staff member was injured then the OSH 
reporting protocols must be followed. 

   

Was any resident(s) admitted to secure care as 
a result of this incident?  

Yes 
 

No 
 

If yes –state grounds for admission i.e. s368(a) and/or (b) 

<                                               >  
   

Was this an escape incident?  Yes 
 

No 
 

If yes – Please ensure the Escape Notification forms are completed and 
attached to this Incident Report 

   

Was a search carried out?  Yes 
 

No 
 

If yes – Please ensure a search form has been completed and attached 
to this Incident Report 

 

Incident Category 
(Refer to incident category matrix for code/description and reporting requirements) 

<                                         > 

Supervisor Name (please print) 

      

Supervisor’s Signature 

 
   

Person Completing this Report (Please 
print)       

Designation: 
      

Session Four WB 4.2 – Incident Report Template 



 

OPS1– Facilitator Guide 
August 2011 
© Child Youth and Family 

84 

Commentary on the Incident 

1. What were the triggers leading up to the incident – What early intervention techniques were attempted? (if further space is required 
please attach sheets to this report) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Describe the Incident – what occurred during the incident (if further space is required please attach sheets to this report) 
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Supervisor’s comments on incident 

1. Comments on staff response to the incident – was the action taken appropriate and effective? (if further space is required please attach 
sheets to this report) 

      

2. Comments on follow-up actions required to reduce risk of further incident or to improve staff response? (if further space is required 
please attach sheets to this report) 

      

Manager’s Comments on Incident 

      

 

 

 
Manager’s Sign Off:           Date:      
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Use of Force Form – to be completed on all occasions that physical force is required to be used on a 
child or young person.  
If force was required for more than one child/young person a separate form is to be completed for each 
person 

 

C/YP Name:        

Who made the decision that use of force was required? 

Name:       

Designation:       
  

What were the grounds for the use of force (Regulation 22)? 

 
 
 
 
 

(a) In self defence, or in the defence of another person, or to protect that child or young person from injury  
(b) To prevent that child or young person from damaging any property 
(c) To prevent that child or young person from leaving the residence if not authorised to do so 
(d) To secure the containment of that child or young person in secure care 
(e) For the purpose of carrying out any search authorised by the regulations 

Briefly outline reason(s) why use of force was deemed necessary? 

      

Name(s) and designation of all staff involved in restraining C/YP 

      

Who else witnessed the incident?  Include names and designations. 

      

Please tick off that the following actions have occurred 

 
 
 
 
 
 
 

Incident Report completed 
Entry made in the Daily Log 
Debrief as per NVCI COPING model with staff 
Debrief as per NVCI COPING model with resident 
All injuries (if any) have been recorded and injury description sheets completed 
C/YP provided with a medical check 
Manager informed of use of force - (date/time)       

Supervisor/Practice Manager Name:                                                                           Date:                

Manager Name:                                                                                                                Date:                 
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Injury Description Sheet – to be completed on all occasions where an injury was sustained. 
If more than one person has been injured a separate form is to be completed for each person 

Please indicate if the person injured was 

 A Resident   A Staff member   Other  Details if other?       
 

Details of Injured person  

Name:       

DOB:       Age:       Gender <                             

Date of Admission (if 
resident) 

      Status or position held if staff       

Ethnicity       

District (if resident)       

Medical Treatment Required 

 

Front of body 

 Head/Neck 

      

 Torso/Upper 
body 

      

 L/Arm 

      

 R/Arm 

      

Abdomen/Lower 
body 

      

 L/Leg 

      

 R/Leg 

      

 

 
 

 

Back of body 

 Head/Neck 

      

 Torso/Upper 
body 

      

 L/Arm 

      

 R/Arm 

      

Abdomen/Lower 
body 

      

 L/Leg 

      

 R/Leg 

      

 
Brief detail of most serious injury:       

 
 

 Onsite first aid       Doctor on site      Ambulance required  

 Taken to Medical Centre/Doctor     Taken to hospital     Admitted     

Please indicate where injuries were located and a brief description of the injury sustained 
i.e. L/Arm - Bite marks 
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Session Four WB 4.3 – Operational Plan 
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Session Four WB 4.4 – Incident Reporting Key Questions to refer to: 
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Session Four FR 4.1 – Components of a Completed Incident Report 

Commentary on the Incident 

3. What were the triggers leading up to the incident – What early intervention techniques were attempted? (if further space is required please 
attach sheets to this report) 

• Both boys were from rival gangs (Willie from 88s and Calvin from 95s). 

• There is a long history between the two gangs where members have caused the 
death of members from each other’s gangs. 

• The two boys in question obviously have a dislike for each other because of their 
gang affiliation. 

• There is an aggressive style nature involved. 

• No signs of staff interventions have been put in place or acted on prior to the 
incident. 

• There is no mediation or engagement between the two boys other than an 
aggressive nature. 

• Calvin notices the tattoo on Willie’s arm and blames Willie for the death of one of his 
gang members (family). 

• Calvin makes a comment to Willie, stating “...my dead homies drink water before 
you do…” then he pours his bottle of water at Willie’s feet before walking away. 

a. This heightens Willie’s attitude which leads to the assault. 

ALTERNATIVE INTERVENTION PROMPTS (if from were a CYF perspective): 

• The two YP’s could been engaged with, having known the history of their 
gang affiliation and the issues between the 2 gangs 

• Both boys could have been kept separated or monitored a lot more closely 

• Staff should been observing both trigger points and had opportunities to 
intervene and engage in some kind of operation plan and action plan going 
forward 

• Should they have been involved in this sport based on their history? 

4. Describe the Incident – what occurred during the incident (if further space is required please attach sheets to this report) 

• Willie was working through a piece of attacking play during their gridiron training 

• Calvin is his opposing defender 

• As Willie approaches Calvin he swiftly raises his fist and connects by punching 
Calvin in the face 

• Willie then throws the ball down and turns to carry on the assault with Calvin 

• Calvin, having just been hit, falls to the ground then immediately gets to his feet and 
rushes at Willie to retaliate 

• Both boys continue to assault each other until staff separate them 
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Baseline Messages 

• Every person who steps foot into a residence either has a legal status (child or young 
person) or has been mandated to undertake a specific task. 

• Within the residence, we need both positional and personal power to grow practice depth.  
The question is not therefore what is the better power but instead an acknowledgment of the 
given power (positional) and the need for it to align with the power bought into the job 
(personal). 

• Operational practice is first acknowledging the two types of power in their residential 
practice.  A lack of acknowledging both powers would mean a lack of assessment of self in 
the decision making when managing young people. 

• Residential Care sits on a continuum of people who share the same responsibilities towards 
the care of a child and young person.  We are therefore in a partnership with these groups 
towards the safety and wellbeing of any child or young person in our care. 

• Operational Practice reconnects participants to the importance of inter-weaving the 
regulations, code of practice and other legislations that drives the quality assurance and 
compliance measures for a Residence of Child, Youth and Family.  The better 
understanding and knowledge of these documents and their definitions allows for staff to 
apply them accordingly. 

• Incident Reporting is a recording requirement as outlined in the regulations and so the 
importance of getting these accurate from the start is necessary.  Applying the key 
questions whenever writing an incident report will allow staff to review and assess their 
reports to meet the requirements of accurate reporting. 

• Residential Care is a strategic, specific and focussed level of care.  Our roles come with a 
clear expectation and purpose towards the safety and wellbeing of our children and young 
people.  Operational practice outlines these expectations, roles and purpose leaving no 
room for confusion when we apply analysis. 
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Operational 
Practice 

Transfer of Learning 

 
 
 
 
 
Care Teams will provide statutory social work services which 
promote the protection, wellbeing and best management of children 
and young persons in residence.  Team Leaders are required to 
provide care teams with guidance in their management of children 
and young people, ensuring the management of the children and 
young people in their custody, are fair and Just always complying 
within the boundaries of Legislation, Regulations and Code of 
Practice (as per the instruction of regulation 26). 
 
 

 
To demonstrate the transfer of learning for Team leaders, the following criteria evidencing and 
ensuring the management of the children and young people in their care, via care teams are as 
follows: 
 
 
Operational Practice One: 
 

 
• 1 coaching sessions on one of the identified regulations 
• Evidence of objectives designed with the shift leader so the sessions are tailored to the 

teams need around their development. 
• 1 coaching session on a key area of the boundary wall 
 

 
Operational Practice Two: 
 
 

• Reviewing 2 incident reports with feedback  
• Review and offer a point of analysis for daily log  
 

 
Sign off process: 
 
 
This can be done from a colleague or a Residential Manager.   
 
There are specific forms (see below) that will have feedback written on to it for each team leader, 
this will need to be faxed with the attendance record of coaching to Learning and Development. 
 
The tasks need to be done before Operational practice Two begins. 
 
There will be reports to Jo Field - monitoring the progress of the transfer of learning. 
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Coaching for Change 
Transfer of Learning – Sign off 

 
Operational Practice One – Team Leaders 

August 2011 
 
 
 
 

Care Teams will provide statutory social work services which promote the protection, wellbeing and 
best management of children and young persons in residence.  Team Leaders are required to 
provide care teams with guidance in their management of children and young people, ensuring the 
management of the children and young people in their custody, are fair and Just always complying 
within the boundaries of Legislation, Regulations and Code of Practice (as per the instruction of 
Regulation 26). 
 
Operational Practice One: 
 

 
• 1 coaching sessions on one of the identified regulations 
• Evidence of objectives designed with the shift leader so the sessions are tailored to the 

teams need around their development. 
• 1 coaching session on a key area of the boundary wall 
 

 
Coaching Session 
 
Identified regulation: 
 
Objectives for the coaching session: 
(remember these need to be measurable) 
 
1. 
 
2. 
 
3. 
 
 
 
Feedback – CRC (please be specific): 
 
 
Commend: 
 
Recommend: 
 
Commend again: 
 
Sign off: 
(please sign and print name, role) 
Date signed: Date received (L&D): 
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Coaching for Change 
Transfer of Learning – Sign off 

 
Operational Practice Two – Team Leaders 

August 2011 
 
 
 

Care Teams will provide statutory social work services which promote the protection, wellbeing and 
best management of children and young persons in residence.  Team Leaders are required to 
provide care teams with guidance in their management of children and young people, ensuring the 
management of the children and young people in their custody, are fair and Just always complying 
within the boundaries of Legislation, Regulations and Code of Practice (as per the instruction of 
Regulation 26). 
 
Operational Practice Two: 
 

 
• Reviewing 2 incident reports with feedback  
• Review and offer a point of analysis for daily log  
 

 
Feedback – CRC (please be specific) for writer of incident report 1 
 
 
Commend: 
 
Recommend: 
 
Commend again: 
 
Sign off: 
(please sign and print name, role) 
Date signed:  
 
Feedback – CRC (please be specific) for writer of incident report 2 
 
 
Commend: 
 
Recommend: 
 
Commend again: 
 
Sign off: 
(please sign and print name, role) 
Date signed:  
 
Review and point of analysis  for daily log: 
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