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Incident Policy & Process  
 
1. Introduction: 
 
1.1 Purpose: 
The purpose of this Incident Policy & Process is to outline the procedures and guidelines for 
reporting, managing, and responding to incidents that occur on the premises of XYZ College. 
This policy aims to ensure the safety and well-being of all members of the college 
community and the effective handling of incidents to prevent their recurrence. 
 
1.2 Scope: 
This policy applies to all students, faculty, staff, visitors, and any other individuals present on 
the campus of XYZ College. 
 
2. Definition of Incidents: 
 
2.1 Incident: 
An incident is any unexpected event, accident, or occurrence that may cause harm, injury, 
damage, disruption, or a potential risk to individuals or property on the college premises. 
 
2.2 Types of Incidents: 
Incidents may include but are not limited to: 
 
Accidents or injuries 
Property damage 
Theft or loss of personal belongings 
Medical emergencies 
Fire or hazardous material incidents 
Acts of violence or harassment 
Unauthorized access or security breaches 
Natural disasters or severe weather events 
 
3. Incident Reporting 
 
3.1 Immediate Reporting: 
Any individual who witnesses or is involved in an incident must report it immediately to the 
college's Security Office, a college staff member, or any responsible authority. 
 
 
 
3.2 Reporting Channels: 
The college will provide multiple reporting channels, including in-person reporting, 
emergency hotlines, and online incident reporting forms, to facilitate timely reporting. 
 
 
 
3.3 Anonymous Reporting: 
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Anonymous reporting of incidents is allowed to encourage individuals to come forward 
without fear of retaliation. 
 
4. Incident Management: 
 
4.1 First Response: 
Upon receiving a report of an incident, the college's Security Office or designated personnel 
will respond promptly to assess the situation and provide immediate assistance if necessary. 
 
4.2 Incident Investigation: 
A thorough investigation will be conducted to determine the cause and circumstances of the 
incident. This may involve collaboration with relevant college departments, external 
authorities, or law enforcement agencies as required. 
 
4.3 Preservation of Evidence: 
Efforts will be made to preserve any physical evidence related to the incident to support the 
investigation. 
 
5. Incident Communication: 
 
5.1 Communication with Affected Parties: 
The college will communicate with the individuals directly affected by the incident, providing 
necessary information and support. 
 
5.2 Communication with College Community: 
In cases where the incident may impact the wider college community, appropriate 
communication will be made to ensure transparency and awareness. 
 
6. Incident Follow-up and Support: 
 
6.1 Support Services: 
The college will provide necessary support services, including medical assistance, 
counselling, or legal advice, to individuals affected by the incident. 
 
6.2 Monitoring and Review: 
The college will monitor the progress of incident resolution and conduct a review to identify 
areas for improvement in incident management and response. 
 
7. Incident Documentation 
 
7.1 Incident Reporting and Documentation: 
All incidents and their handling will be documented in detail, including information on the 
incident, response actions, investigation findings, and outcomes. 
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7.2 Confidentiality: 
Incident reports and related documents will be treated with confidentiality and shared only 
with authorized personnel involved in the incident management process. 
 
8. Review and Updates: 
 
8.1 Review: 
This Incident Policy & Process will be reviewed periodically to ensure its effectiveness and 
alignment with best practices and relevant laws. 
 
8.2 Updates: 
Necessary updates to this policy will be made to reflect changes in legislation, college 
operations, or incident management practices. 
 
By implementing this Incident Policy & Process, Presidency London College aims to maintain 
a safe and secure environment for all individuals on its premises and respond effectively to 
incidents to minimize their impact and promote the well-being of the college community. 
 


