AT THE END OF THIS CLASS, YOU WILL BE ABLE TO:

1. Answer the following questions:

· What is the incident/accident report?

· Why do we use it?

· What actions/activities do we  report?

· How much time do I have to complete the report?
2. Complete the incident/accident report form correctly.

WHAT IS THE INCIDENT/ACCIDENT REPORT?

· An administrative form

· An educational tool

· A quality improvement tool

· A legal document

· A risk management tool

WHY DO WE USE IT?

· Provide written record of the incident or accident

· Reduce liability

· Provide history for evaluation 

· Identify and examine trends

· Comply with legal/regulatory requirements

· Comply with company policy

WHAT ACTIVITIES DO I REPORT?

· Injuries

· Medication administration errors

· Unusual seizure activity

· Hospitalization or contact with EMS

· Police involvement

· Suspected abuse or neglect

· Motor vehicle accident

· Unusual behaviors not included in a behavior plan

· Restrictive techniques used

WHAT ARE THE TIMEFRAMES?

Provide written report to Safety & Risk Manager within four (4) hours of occurrence!!!!

Allegations of abuse and/or neglect are reported verbally to designated advocate within 24 hours after receiving allegation.  Written report follows within 10 working days.

Serious injury and deaths are reported verbally and in writing within 24 hours of occurrence.

GENERAL GUIDELINES FOR RESPONDING:

NON-EMERGENCY INCIDENTS/ACCIDENTS:

· Respond to and resolve the situation.

· Complete the incident/accident report form.

· Forward completed form to Safety & Risk Manager within 4 hours of occurrence (use red folder or interoffice envelope).

GENERAL GUIDELINES FOR RESPONDING:

EMERGENCY INCIDENTS/ACCIDENTS:

· Respond to and resolve emergency, using standard procedures (seek assistance from co-workers, first aid/CPR, etc).

· Call 911 for medical assistance if necessary.

· Notify your supervisor or next higher authority, and Safety & Risk Manager.

· Contact others as necessary (family, group home, or others listed as emergency contacts).

· Complete paperwork within four (4) hours:  incident/accident report form, workers’ compensation if relevant.

· Forward incident/accident report form to Safety & Risk Manager in red folder or interoffice envelope.

· Safety & Risk Manager notifies necessary authorities.

GENERAL GUIDELINES FOR COMPLETING INCIDENT/ACCIDENT REPORT FORM:

1. Use full name of the person exhibiting the behavior – initials for other consumers.

2. Write separate reports for each consumer exhibiting the inappropriate behaviors.

3. Use full names of staff members present.

4. Write what you see and hear – observable, measurable terms.  Recreate the situation in writing so someone who was not present will know exactly what happened!
5. Do not make judgments or offer opinions – write your observations, not what you think!
6. NEVER USE ERASERS!!!  Make corrections by using one line to cross out incorrect information, and initial.  

