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System Action Plan Template


Title/Code: Incident (Report) Tracking
Number: F-4-6-4
Date: 26 July 2010
	Result Statement

	Describe exactly the result this system must produce:

Ensure that all Incident Reports are tracked so that underlying causes and issues can be addressed properly.




	Accountable Positions

	Position with overall accountability:

Administrator

	Participating positions:

Care Manager





Title/Code: 

	System Diagram
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Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Enter Incident Report into Bluestep
	Reporting employee
	Before end of shift when incident occurred

	2.
	Review Incident Reports
	Care Manager and Administrator
	Weekly

	3.
	Conduct Quality Improvement Review
	Care Manager and Administrator
	One week prior to Quality Improvement meeting

	4.
	Transfer to log spreadsheet
	Care Manager
	Following step 3

	5.
	Distribute log spreadsheet
	Care Manager
	Following step 4, prior to Quality Improvement meeting


Title/Code: 

	Resource Requirements

	Staffing
	Care Manager 15 minutes weekly, 45 minutes quarterly

	Space and Facilities
	

	Equipment
	Computer with BlueStep access

	Supplies
	

	Information
	


	System Quantification

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

All trending incident issues will be identified within one quarter.


Title/Code: 

	System Standards

	#
	Standard

	1.
	All incidents will be documented int BlueStep on the Incident Report form provided, following the Incident Report system

	2.
	Reporting Employee can be any employee who finds and incident. This employee will document the incident as discovered.

	3.
	Incident Report reviews will be drawn from the Resident Reports: Incident Reports

	4.
	Incident report review will be sorted by resident, date, day of the week, and incident type.

	5.
	Incident Report reviews will be focused on finding trends or patterns in the reports.

	6.
	Incident Report Review will include incidents from the past week.

	7.
	Care Manager will report any trends or observations to Administrator as part of EDM and Quality Improvement Meeting.

	8.
	Quality Improvement Review will include all incidents from the prior three months.

	9.
	Log spreadsheet will be distributed to all Quality Improvement Meeting participants.

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	


Use additional sheets as needed
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