[bookmark: _Toc233192097]Impact Contribution Form Instructions
Part Three of the Impact Statement Guideline provides guidance on preparing impact contributions. This form summarises the key information required and should be used in conjunction with that guidance. Refer to Appendix B of the Guideline for Contribution Form examples.
Contribution Form Checklist
☐  1. Provide contact details of a key contact person who can be consulted to clarify this contribution.
☐  2. Complete all sections and return the contribution to the requesting agency within the advised timeframe.
Preparing your contribution
· Focus on impacts relevant to your organisation’s role, services or responsibilities. 
· Use plain language and explain technical terms or acronyms. 
· Include known, emerging and anticipated impacts, where applicable. 
· Use data and quantitative evidence where available and indicate where information is estimated or indicative. 
· Be specific (e.g. locations, scale, affected populations or assets). 
· Include actions underway and, where known, next steps and timeframes. 
· You may note significant or emerging impacts outside your responsibility as general observations for follow-up.
Terms used in this form
Recovery domain
The recovery domain is a category used to group impacts from an emergency — social, environment, economic, or built — to help organise information and guide recovery planning. Select the applicable domain for each impact listed.
Impacts
Impacts are the changes (tangible and intangible) resulting from an incident or emergency.
· Tangible impacts are measurable, physical, quantifiable changes (facts, figures, observable outcomes).
· Intangible impacts are changes you can’t easily see or measure (sentiment, attitudes, relationships) and may be negative or positive.
Describe who or what was affected, how they/it was affected, and the short‑ and long‑term implications of those impacts.
Impact type
For the purposes of the Impact Statement, impacts are classified as known, emerging or anticipated. 
· Known impacts - Verified and observable impacts (e.g. damage, casualties). 
· Emerging impacts - Impacts developing or expected to continue based on early evidence.
· Anticipated impacts - Forecast impacts based on current information or experience (may include long‑term health, environmental, economic, psychosocial effects).
Current status
Describe completed or current activities to manage the impacts, progress and expected duration.
Next steps 
Describe what else needs to occur, who will be involved and forecast completion. Include actions your agency is responsible for where this is clear.
Note any actions that will need other agencies, external support, or decisions outside your agency’s control. Include details of a contact person relating to next steps if different to the contributor.
Contentious or sensitive issues
Issues relating to impacts that may have legal, commercial, cultural, reputational or community sensitivities, or may require restricted or limited disclosure. Describe any contentious or sensitive issues for the community or agency (if applicable) and the arrangements in place to manage them. Identify any emerging risks or issues that may affect the community or delivery of services. Indicate where disclosure should be limited, redacted or aggregated.
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Impact Statement Guideline Appendix B – Impact Contribution Form                                                                    
Impact Contribution Form 
Contributing Agency to complete:
HMA to complete:
Incident name and number: HMA to enter incident name and number here
Return to email: HMA to insert contact email address for return of form here
	Name of contributing agency or stakeholder:
	
	Date and time of contribution:
	

	Name of contact person for this contribution:
	
	Position of contact person:
	

	Contact email address:
	
	Contact phone number:
	


Impact details:
	Recovery domain
	Impact type 
	Impact
	Current status 
	Next steps 
	Contentious or sensitive issues

	Choose an item.	Choose an item.	
	
	
	

	Choose an item.	Choose an item.	
	
	
	

	Choose an item.	Choose an item.	
	
	
	

	Choose an item.	Choose an item.	
	
	
	

	Choose an item.	Choose an item.	
	
	
	

	Choose an item.	Choose an item.	
	
	
	

	Choose an item.	Choose an item.	
	
	
	

	Choose an item.	Choose an item.	
	
	
	

	Choose an item.	Choose an item.	
	
	
	


☐ Attachments provided - Use the checkbox if you are providing a report, dashboard, photos or other document describing or supporting the impact.
