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POLICY TITLE:
Incident Reporting

SUMMARY & PURPOSE:

Incident reporting requirements are set forth to provide the necessary information to establish an
effective system of loss prevention and loss control for the staff of patients, visitors and
employees. These reporting requirements include any occurrence, accident, or event that is not
anticipated and has the potential to result in injury, or has caused injury, or that is not consistent
with the routine care of the patient, or the routine operation of the facility.

POLICY:

Incidents must be reported to the Risk Management / Patient Safety Department within three (3)
business days. Incidents will be reviewed, analyzed, and trended by the Risk Management /
Patient Safety Department.

SCOPE/APPLICABILITY:
There are no exemptions to this policy.

PROCEDURES TO ENSURE COMPLIANCE:

1. All health care providers, all agents and all employees has the affirmative duty to report
incidents to the Risk Management department within three (3) business days of becoming
aware of the Incident

2. Incidents will be promptly reported via the on-line incident reporting system.

All references to Policies must go to the BHSF Master Copy on the BHSF Infranet; do not rely on other versions / coples of the
Policy.
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The person discovering the incident will be responsible for the completing of the incident
report.

Incidents involving patients, visitors, employees, and physicians may include but are not
limited to:

Medication and / or mtravenous issues

Procedure, treatment, test issues

Consent issues

Leaving against medical advice issues

Equipment and/or implant issues

Patient care issues (codes, policy issues, unplanned transfer of readmission)

Medical management issues

Falls and related issues

Security and property issues

Patient and / or family grievances

Allegations on sexual misconduct

Disruptive physicians, employees, patients and / or visitors

m. Any adverse incidents which cause or have the potential to cause death or injury
Incidents involving property damage, missing propetiy, fire, theft, vandalism, and threats of
suit will be reported trough the incident reporting system.

Incidents involving EMPLOYEE INJURIES are to be reported to the Employee Health Office
utilizing the Employee Injury Form.

The incident report should be completed as follows:
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Step 1: Go to the Baptist Health Sun Page and select Online Resources,
Step 2: Select Online Inciden‘t Reporting Entry.

Step 3: Select a Risk Form: Falls, Med Errors, Procedures, Patient Care, etc
Step 4: Select the Facility

Step 5: Enter the Incident date, which can be selected from the calendar or "t" for today’s
date.

Step 6: Select Patient or Non — Patient
Patient: Use the account number
Non-Patient: Last Name, First Name

Step 7: Complete as many fields as possible. Note that the fields with the red asterisk are
Mandatory.

Step 8: Incidents should be completed by the person(s) with the most knowledge and
submitted the same day of the occurrence. Provide information in a concise,
accurate and objective manner. It is helpful to quote statements made rather than
paraphrase. Avoid using derogatory or accusatory statements.

In addition to completing an incident report: Immediately notify the Risk Manager for incidents
involving serious patient injury.
The caregiver will notify the attending and/or treating physician as appropriate of an incident.

10. Documentation of the incident in the medical record will include:

a. Notification of the physician.

b. When clinically pertinent, the facts of the incident

¢. Patient assessment, the treatment given, actions taken and statements that are made by
the patient and/or family.

All references to Policies must go to the BHSF Master Copy on the BHSF Intranet; do not rely on other versions / copies of the

Palicy.
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d. Do not document in the medical record that an incident report has been completed or that
Risk Management was notified.

DO NOT PRINT/COPY/SAVE THE INCIDENT REPORT
*Note: All employee incidents should be reported to the employee's supervisors if
available. If the supervisor is not available, go directly to the Health Office
or Emergency Department.

SUPPORTING/REFERENCE DOCUMENTATION:
Florida Statue 395.0197: Internal Risk Management Program

RELATED POLICIES, PROCEDURES, AND ASSOCIATED FORMS:
BHSF Administrative Policy: 1403 Internal Risk Management Program — Risk Management

ENFORCEMENT & SANCTIONS:

Violations of this policy may lead to revocation of system privileges and/or disciplinary action
including termination, Anyone willfully violating this policy will be subject to disciplinary action up
to and including termination.

All references to Policies must go to the BHSF Master Copy on the BHSF Intranet; do not rely on other versions / copies of the
Policy.
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