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	Action Card
	Incident Loggist
This role must be assigned to a qualified Incident Loggist.   Details of qualified loggists are included in On Call Pack Contacts and held by the Business Continuity & EPRR Manager:


	Accountable to 
	Incident Coordinator

	In the event that a Critical or Major Incident is declared you will:

	Number
	Action
	Time Completed

	1
	Click on the relevant MS Teams Link or if logging in person report to the relevant Incident Control Centre (Gold Primary: Board Room 1, at Woodfield House, Gold If reporting to a Silver Command for a Care Group the location or MS Team link will be communicated to you at the time.
	

	2
	In Gold liaise with the Incident Coordinator to find out who you are logging for and have a pre-brief with them before you begin.  For Silver liaise with whoever requested you to be loggist.  The pre-brief with the chair will help you identify what you are meant to log and the sign off process at the end.
	

	3
	Ensure accurate and timely records are kept.   You will most likely be logging during Silver or Gold Command Meetings and decisions taken in response to a Critical or Major Incident.

Physical Log Books are stored in the large cupboard in Boardroom 2, Woodfield House (keys on reception)   Electronic copies are available from the BC & EPRR Manager and are stored in the On Call Folder on the L Drive.  A link is available here if using this plan online:


	

	4
	Ensure that these records are stored safely and confidentially and can be made available for audit if necessary.  
	

	5
	Liaise with the Incident Coordinator in Gold or equivalent in Silver to identify if you will be needed again during the response to the incident.  
	



Incident Loggist(s)
The role of the Loggist (as outlined in the Civil Contingencies Act 2004) is to keep an accurate record of decisions made. The Log can be used at a later date in the case of public enquiry and relied upon in court. The Loggist is not the minute taker at a meeting they are only to record the assigned officers decisions. 
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RDASH Decision Log Book











To be filled in by a trained loggist.







Name of Incident___________________________________________________________





Incident and Decision Log for_____________________________________(Post Name)



The information and actions recorded herein relate to the above post, though the post may have been held by several named individuals over the time of the incident.   The persons who have taken responsibility for the above post are named below with a signature and sample initial.   Any senior manager who inspects this book during the incident will also provide a signature and sample initial and make an appropriate entry in this book at the time of inspection.



Each of the named individuals below acknowledges the accuracy of the entries related to his/her time of holding the post by initialling each entry in the extreme right hand column.  The new post holder will start his/her duty time at hand over by making an entry when taking up the post. 



This Log Book will be a partial record of the incident in respect of Rotherham Doncaster and South Humber NHS Foundation Trust.  The full record of the incident actions taken will be contained within all the log books used by various post holders.



The Named post holder(s) e.g. Silver or Gold Commander who initialled entries in this log book are as follows



_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



_________________________________________________________________________



_________________________________________________________________________



The incident to which this Log Book refers was knows as:





_________________________________________________________________________





It started on ______________________ (date) at approximately ______________hours 24 





hour clock at ________________________________________________________location





and finished at____________________(date) at approximately ________________hours 24 





hour clock.





The total number of Log Books associated with this specific incident is__________________





Note – Other organisations may have been involved with this incident and reference should be made to those organisations for information and records specific to their involvement. 



The Log Book will be securely held with all other Log Books and associated records related to this incident, in respect of the Trust, for a minimum of 25 years after the agreed end of the incident, or for such longer period as may be defined within the policies of the Trust.  





















































Record of Individual Log Keepers (to be completed by any person making entries in this log)







		

		Print Name

		Team

		Signature

		Initials
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Best Practice when making entries in this log book



· Relevant Information should always be recorded in this log book.

· Write in permanent black ink.  Write legibly.  Avoid Blue Ink.

· Your log must be contemporaneous – completed as events unfold and not longer than 24hrs after the event.

· If you run out of pages use a new log book.

· Ensure you note dates, times (24hour clock) places and people concerned where appropriate.

· Try to include the rationale for decisions where possible.

· Entries must be in chronological order.

· Mistakes must be ruled through with a single line, initialled and the correct words added after the mistake.





NO



· Erasures.

· Leaves torn out of the log book.

· Blank spaces – rule them through ---------------

· Overwriting.

· Writing between lines.

· Unused space at the end of a page must be ruled through with a diagonal line, initialled and dated.   This is to prevent notes being added to a previous entry at a later date.




