42 Risk Management Incident Reporting & Escalation Policy
1. Purpose
This policy establishes a clear, consistent framework for identifying, reporting, documenting, and escalating incidents across all 42 Risk Management operations. Its aim is to ensure rapid response, accurate communication, and effective resolution while maintaining the highest standards of professionalism, client care, and operational integrity.
2. Scope
This policy applies to:
· All 42 Risk Management personnel (full‑time, part‑time, contracted, and temporary)
· All client sites, events, and operational environments
· All incidents involving safety, security, wellbeing, assets, information, or reputation
It covers both actual incidents and near misses, recognising that proactive reporting strengthens risk mitigation and client trust.
3. Definitions
Incident
Any unplanned event that results in, or has the potential to result in:
· Harm to people
· Damage or loss of property
· Compromise of information
· Disruption to operations
· Reputational impact
Near Miss
An event that did not result in harm or loss but had the potential to do so.
Escalation
The process of notifying the appropriate internal or client stakeholders based on severity, risk level, and operational impact.
4. Incident Categories
Incidents are categorised to ensure proportional response and escalation.
Category 1 – Critical
Events requiring immediate action and senior-level escalation.
Examples:
· Serious injury or medical emergency
· Violence, assault, or credible threat
· Major security breach
· Missing person (vulnerable or high‑risk)
· Significant asset loss or damage
· Police, emergency services, or regulatory involvement
Category 2 – Moderate
Events requiring prompt reporting and supervisory review.
Examples:
· Minor injury
· Disorderly behaviour
· Suspicious activity
· Low‑level theft or damage
· Operational disruption
Category 3 – Low
Events requiring documentation but minimal operational impact.
Examples:
· Near misses
· Client queries escalating into complaints
· Minor procedural deviations
5. Reporting Requirements
5.1 Immediate Verbal Reporting
All incidents must be verbally reported as soon as safe and practicable to the on‑site Supervisor or Team Leader.
5.2 Written Incident Report
A written report must be completed:
· Within 1 hour for Category 1 incidents
· Within 4 hours for Category 2 incidents
· Before end of shift for Category 3 incidents
Reports must be factual, objective, and complete, including:
· Time, date, and location
· Individuals involved
· Sequence of events
· Actions taken
· Evidence or supporting material
· Witness details
5.3 Evidence Handling
Any evidence (CCTV references, photos, statements) must be:
· Logged
· Secured
· Transferred in line with data protection and client protocols
6. Escalation Procedure (Who to Involve and Time Frame)
Category 1 – senior management + Client Representative – Immediate
Category 2 – Duty Manager/ Operations Lead – Within 30 Minutes
Category 3 – Supervisor/ Team Leader – End of Shift
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6.2 Client Escalation
Client escalation follows the communication pathway agreed in the client’s service plan.
This may include:
· Duty Manager
· Venue Manager
· Event Control
· Corporate Security Lead
· HNWI/PA/Family Office (where applicable)
6.3 Regulatory or Emergency Escalation
Where required, incidents must be escalated to:
· Police
· Ambulance
· Fire & Rescue
· Local authority
· Licensing or compliance bodies
All such escalations must be logged and communicated to 42 Risk Management senior leadership immediately.
7. Responsibilities
All Personnel
· Remain vigilant and proactive
· Report incidents promptly
· Provide accurate, objective information
· Follow escalation pathways
Supervisors / Team Leaders
· Assess incident severity
· Coordinate immediate response
· Ensure timely reporting
· Support staff and client communication
Operations Management
· Review and sign off incident reports
· Oversee escalations
· Ensure corrective actions are implemented
· Identify trends and recommend improvements
Senior Leadership
· Manage critical incidents
· Liaise with clients at strategic level
· Ensure compliance with legal and regulatory obligations
· Drive continuous improvement
8. Confidentiality & Data Protection
All incident information must be handled in accordance with:
· GDPR
· Client confidentiality agreements
· 42 Risk Management data handling protocols
Information is shared strictly on a need‑to‑know basis.
9. Post‑Incident Review
For Category 1 and significant Category 2 incidents, a formal review will be conducted to:
· Analyse root causes
· Identify lessons learned
· Implement corrective or preventative measures
· Update SOPs where required
Where appropriate, findings may be shared with clients to support collaborative risk reduction.
10. Training & Awareness
All personnel will receive:
· Induction training on this policy
· Scenario‑based exercises
· Refresher training annually
· Additional training following major updates or client‑specific requirements
11. Policy Review
This policy is reviewed annually or following:
· Major incidents
· Legislative changes
· Client requirement updates
· Operational restructuring

