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Dear Colleague

GUIDANCE DOCUMENT – “HOW TO CLASSIFY INCIDENTS AND RISK”

Introduction
I attach a copy of “How to Classify Incidents and Risk” as guidance to assist HPSS organisations in
developing or reviewing processes to assess adverse incidents and their risk implications. The
purpose of the guidance is to act as a model that can be adapted for local use. The target audience
for this document is senior managers and those involved in adverse incident management.

Background
This guidance is the product of a wider project that was convened in 2005, under the auspices of the
Safety in Health and Social Care Steering Group, to enhance systems and processes in the HPSS to
better manage adverse incidents and risk arrangements. It is designed to promote greater
consistency of approach within the HPSS and to make it easier for the HPSS to share learning from
adverse incidents. The project also fits into the wider context of HPSS Controls Assurance
Standards (in particular, the criteria concerning adverse incident management), The Quality



Standards for Health and Social Care (specifically the theme of “Safe and Effective Care”) and the
recently issued Safety First: A Framework for Sustainable Improvement in the HPSS.

The project team, lead by the Regional Governance and Risk Management Adviser, consists of
clinical and social care governance managers and risk managers from across the HPSS. The project
work is quality assured by HPSS Clinical and Social Care Governance Executive Leads.

Action
Organisations will have already set up a centralised system for collating and analysing all adverse
incidents. The attached document provides a steer for how these incidents are defined and how they
should be analysed; however, each HPSS organisation will need to tailor this advice to best suit
their own organisational needs and requirements.

It is recommended that the content and applicability of this document be discussed at senior
management level within your organisation. It is not intended that this guidance be used without
adaptation to the specific requirements of each organisation. For example; the flowchart contained
within the guidance (Page 3) can be used to review existing procedures and can be altered to suit the
many different situations that exist across the HPSS.

Future Pathway
This project has two further phases:-

 Phase II will produce a Regional Minimum Dataset and will be completed within
the next few months; and

 Phase III will produce a set of regional codes for adverse incidents and will be
completed in March 2007.

The above work is seen as complementary to any future link with the National Patient Safety
Agency (NPSA).

I would like to take this opportunity to thank the project manager, Heather Shepherd, Regional
Governance and Risk Management Adviser and her HPSS-wide project team for their effort in
putting together this complex work.
The document will be kept under review with the most up-to-date version available from the
departmental governance webpage on
http://www.dhsspsni.gov.uk/index/hss/governance.htm

Yours sincerely

DR IAN CARSON
Chair of the Safety in Health and Social Care Steering Group

This letter is available at www.dhsspsni.gov.uk and also on the DHSSPS Extranet which can
be accessed directly at http://extranet.dhsspsni.gov.uk or by going through the HPSS Web at
http://www.n-i.nhs.uk and clicking on DHSSPS.


