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System Action Plan Template


Title/Code: Incident Reporting
Number: F-4-6-2
Date: 16 August 2010
	Result Statement

	Describe exactly the result this system must produce:

Ensure that all incidents are properly recorded and reported


	Accountable Positions

	Position with overall accountability:

Administrator

	Participating positions:

Administrator

Community Registered Nurse

Care Manager

Caregiver / CNA

Employee finding incident

Office person


Title/Code: Incident Reporting

	System Diagram
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Title/Code: Incident Reporting

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Find incident
	Employee locaiting
	

	2.
	Assess severity or injury
	Caregiver / CNA
	Immediately when contacted by employee locating

	3.
	Give first aid as needed
	Caregiver / CNA
	After step 2

	4.
	Take vital signs
	Caregiver / CNA
	After step 3

	5.
	Contact ambulance (if needed) and prepare paperwork
	Caregiver / CNA and Office person
	After step 4

	6.
	Contact Emergency Contact family member
	Office person
	After step 5 if needed or step 4

	7.
	Contact Care Manager
	Office person
	After step 6 if Care Manager on duty; otherwise start of next shift

	8.
	Contact nurse
	Care Manager
	As deemed necessary

	9.
	Contact Administrator
	Care Manager
	After step 6 if Administrator on duty; otherwise start of next shift

	10.
	Fill out and sign Incident Report
	Employee locating
	After step 5 if needed or step 4

	11.
	Import data into BlueStep
	Employee locating
	After step 10, before end of shift

	12.
	Include in Incident Review
	Care Manager
	Within one week of incident

	13.
	Ensure follow up occurs
	Administrator
	As outcomes become clear, within one week

	14.
	Sign and file Incident Report
	Administrator AND Community RN
	Following step 13


Title/Code: Incident Reporting

	Resource Requirements

	Staffing
	Time will vary based on incident. Assessment and first aid may take up to 15 minutes.  Initial reporting should require 10 – 15 minutes. Follow up calls may take 10 – 30 minutes depending on availablilty. 

	Space and Facilities
	Space to care for resident, either at place of incident or in a quiet location

	Equipment
	Vitals equipment: thermometer, sphygmomanometer (blood pressure cuff), stethoscope, paper, pen. First aid kit. 

	Supplies
	

	Information
	BlueStep face sheet for contact information, BlueStep incident report


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

All Incident reports will be complete accurately within the safe shift as begun.

All incidents will be followed up on appropriately within one week.

All incidents will be properly reported within state regulations.




Title/Code: Incident Reporting

	System Standards

	#
	Standard

	1.
	An Incident Report will be filled out anytime there is an unexpected outcome with any of the following:

1. Staff observed

2. Required staff involvement to solve

3. Required initial first aid

4. Required emergency transport

5. Required contacting a resident’s family

6. Involved physical contact (i.e. hitting, kicking, biting) with a resident or employee

	2.
	Only facts will be included in Incident Reports, no opinions or guesses

	3.
	Vital signs taken will include temperature, blood pressure, pulse and respiration rate, level and location of pain

	4.
	If any contact party is not available at time of incident, additional calls will be placed and logged at 15 minute intervals until contact can be made.

	5.
	If a message is left with a contact party, additional calls will be placed and logged at 30 minute intervals until contact can be made.

	6.
	Date, time, and location of the incident will be included in the report

	7.
	All injuries and medical transport will be recorded in the report

	8.
	Each incident report will be signed by the person who fills it out

	9.
	All contact or attempted contact will be recorded on the incident report

	10.
	All incidents will be filled out before the employee who observes the incident goes off shift

	11.
	Ambulance or medical transport will be called if ??????????????

	12.
	Incident tracking will occur in accordance with Incident Tracking System (F-4-6-4)

	13.
	Emergency Medical Transport will occur in accordance with the Emergency Medical Response system (F-4-6-5)

	14.
	Only if BlueStep is not available, a paper incident report will be filled out, then later copied over to BlueStep

	15.
	When BlueStep is available, the incident report will be completed directly in BlueStep


Use additional sheets as needed
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