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IMMEDIATELY:  Refer to Alberta Health Services regarding Reportable Incident Reporting requirements for all Personal Care incidents.  See HCA Manual/ or office incident Binder for instruction.
When something unusual or different happens during routine tasks or activities, the employee shall report to those people involved in order of priority relevant to the situation, i.e.





Call Ambulance/Police/Fire





Call Manor staff





Call Nurse





Call Home Help Office





Call Supervisor





Call Family





Call Child & Family Services

In all cases the incident shall be reported to the FCSS/RCHHS Executive Director or their designate as soon as possible.  The FCSS/RCHHS Executive Director or their designate will be responsible for guiding and supporting the disclosure process.
An incident report shall be prepared and recorded in the “Incident Report” book.  This book is located in the FCSS office.

A copy of the Incident Report completed by the staff or volunteer involved as well as the Co-ordinator shall be filed in the client’s file.

All MAP incident reports must be reported to the Home Care Nurse and Health Care Programs Co-ordinator
The Quality Improvement/Risk Management Committee reviews, analyses, recommends actions and monitors the improvements of all incidents, and reports this to the FCSS/RCHHS Board on a quarterly basis. 
Training is provided and documented for staff on the immediate response to client safety incidents.  Information about the recommended actions and improvements made following the incident analysis is shared with clients, families, staff and the Board. 
Improvements to managing incidents are evaluated and improvements are made based on feedback received.  Evaluation mechanisms may include:

· Gathering feedback from clients, families, and team members about the system

· Monitoring patient safety incident reports by type and severity

· Examining whether improvements are implemented and sustained

· Determining whether team members feel comfortable reporting client safety incidents(e.g. based on results from the Canadian Patient Safety Culture Survey Tool)

All medication incidents must be reviewed by the staff involved and the FCSS/RCHHS R.N.
Incident Tracking shall be completed and submitted quarterly to appropriated authorities
Revised/Reviewed Date:  May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.
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