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                                       INCIDENT REPORT QUICK reference
He-M 202.02  Definitions.     (o)  “Incident report” means a document used to inform management, supervisory staff, or any other appropriate staff of a program or facility of a serious injury or other event threatening the health or safety of individuals or staff.
	TYPE OF INCIDENT
	DEFINED AS
	EXAMPLES
	PROTOCOL

	INJURY
	A serious injury that requires professional medical treatment. Medical professionals include but are not limited to MDs, RNs, and LPNs. 
An injury resulting in a hospitalization, fractures, broken bones and wounds requiring stitches or surgical glue. 
	Swollen ankle, open cut/wound, client who can not walk or move other appendages/body parts or a head injury resulting from a fall or a physical altercation. 
	Call 911 or go directly to Hospital, PCP. 
Contact Guardian, Nursing, Case Manager.
Seizures to be recorded on a Seizure Report; unless seriously injured. 

	Medical concerns
	Treatment of ailments and other medical conditions by a medical professional based on: 
· Sudden physical changes in health including significant illness and/or repeat or chronic issues. 
· Exposure of eye, mouth, other mucous membrane, non-intact skin exposure to foreign blood, chemical or other infectious materials.
	Choking, Rashes/ severe skin irritation, shortness of breath/trouble breathing, dizziness
	Call 911 or go directly to Hospital, PCP. 

Contact Guardian, Nursing, Case Manager

	OTHER/ 
Client Rights
	Suspected Abuse, Neglect or Exploitation
	
	Call BDS Client Rights Hotline to report; Contact Guardian, Case Manager

	OTHER/ Restraint
	Use of physical restraint or any physical actions necessary that may be atypical 
	
	Contact Guardian, Case Manager

	OTHER/ Serious Crimes Committed BY or AGAINST a Consumers
	Theft, robbery, burglary, assault, and sexual assault, fire setting, police involvement 
	
	Must notify a member of Senior Leadership team. Contact Guardian, Nursing, Case Manager. 
Case Manger to fill out Sentinel Event Form 


	BEHAVIORAL
	Actions that are atypical or unusual for that client. 
Verbal or physical aggression. 

Self injurious behavior. 
Absence with out supervision. 
Any actions that create physical safety concerns or property destruction. 
Use of sexually inappropriate sexual conduct or language. 
	Client leaves Day or Residential Services.
Acting out such as kicking, screaming, spitting, hitting self or others.
	Contact Guardian, Case Manager, Nursing (if needed)
NOTE: Only use initials when another client is the target of a behavioral incident. A secondary Incident Report is not needed if the targeted client is not injured. 

	MOTOR VEHICLE ACCIDENT
	Any accident that takes place in any personal, agency or vendor vehicle transporting a client regardless of any injury or damage.
	
	Contact Guardian, Case Manager, Nursing
Each client needs an Incident report.

 MCS Staff must contact HR to fill out “Injury Accident Form” 
Vendors to follow vendor agency processes

	DEATH
	Death of a client 
	Any manner of death
	Must notify a member of Senior Leadership Team; Case Manger to fill out Mortality Report and Sentinel Event Form (when necessary).


NOTABLE EVENT
	
	DEFINED AS
	EXAMPLES
	PROTOCOL

	NOTABLE  EVENT

	May be an occurrence that takes place during non-service/ non-staffed hours. When the agency is not responsible for supervision. Includes Independent Living, Family Support, PCS, and IHS. 

May be unsupported threat or accusation made by a client during service or not-service hours.

May be a cut or bruise that may need to be monitored but does not require immediate medical attention. 

May be a medical concern for client at home during non-service hours.


	An Independent Living Client steals something and is arrested by police.

If client at home and goes to the hospital for medical concern. Unsupported threats or accusations.   

A scratch or bruise from a fall that does not immediately incapacitate/affect the client. A cut requiring a Band-Aid. A bruise of unknown origin.
	A Notable Event is to be recorded in the Daily Note or Case Notes; not on an Incident Report form.
NOTE: If this cut or bruise develops into a serious injury or happens repeatedly then it must be capture in an Incident Report and notifications must be made.
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