THE HEALTH CENTER INCIDENT REPORTING POLICY AND PROCEDURES 

Policy: THC policy is that any employee who observes an incident or accident (or is involved in the treatment of an employee injury) is responsible to ensure that the incident/accident is properly reported and handled in an expeditious manner. 

Definition: An incident is any happening involving a patient or employee that is not consistent with the routine operation of the facility or the routine care of a particular patient It may be an accident or near-accident involving a patient, visitor or an employee, a situation that could cause an accident, or a situation in which a patient has strong dissatisfaction with The Health Center's practices. 

Procedure: 

A. Patient Complaints: 

1. Take all complaints seriously and make every effort to carefully and calmly listen to the complaint. 

2. Complete appropriate sections of the THC Incident Report immediately. 

3. Provide completed Incident Report to Human Resources within 24 hours of the incident. 

B. Patient Injuries: 

1. Assist with acquiring immediate triage and then evaluation by a Health Center Practitioner. 

2. Initiate the THC Incident Report and provide it to the nurse/practitioner to complete medical information on the form. 

3. Notify Human Resources verbally. 

4. Provide completed Incident Report to Human Resources within 24 hours of the incident. 

C. Employee Injuries: 
1. If an emergency, employee acquires immediate triage and then evaluation by a KHC Practitioner. - Attending nurse initiates the THC Incident Report and ensures that the Practitioner completes medical information on the form. 

2. Notify employee's supervisor and Human Resources 

3. Submit completed Incident Report to Human Resources within 24 hours of the incident. 

4. Employee's supervisor completes Workers' Compensation Claim Report and submits to Human Resources within 24 hours of the incident. 

5. If not an emergency, employee seeks medical care from an approved THC Workers' Compensation Panel health care provider. (Supervisor or Human Resources can provide this information.) 

D. Disposition and follow-up requirements: 

1. Submit completed report to Human Resources within 24 hours of the incident. Human Resources provides it to CEO. 

2. CEO determines any further action and provides completed incident report to Human Resources. 
3. Human Resources maintains file, provides it to Safety Committee, and submits reports as necessary for liability insurance, workers' compensation claims or other requirements.
