
Sample Incident Reporting Policy
		

POLICY:  An Incident Report must be completed when there is an unusual occurrence, an accident, or an incident and is submitted as soon as reasonably possible.  Incident reports are retained in parish records for a minimum of seven years; those that involved actual injury or physical harm are never destroyed.  
 
Guiding Principles:

What is the purpose of an Incident Report?
      * to protect the legal interests of the Diocese of Qu’Appelle and parishioners, staff, volunteers, visitors
      * to provide factual information about the incident, inform planning and prevent a reoccurrence
      * to serve as a risk management and quality assessment tool
      * to evaluate practices and prevent future incidents

When is an Incident Report required?
      * when there is an injury that is obvious / potential / suspected
      * when there is an accident without apparent injury
      * when a mistake has been made that had/could have had serious consequences
      * when there was damage to property belonging to the Diocese,
      * when there was a potentially dangerous situation that was handled without known harm to person or property (i.e., “close call”)

Who can see the Incident Report?
      * Only people documenting on the report, representatives of the Vestry or Synod office are authorized to view an Incident Report.
      * Copies are never made.
      
PROCEDURE:  

1. The written incident report is preceded by a verbal report to a Warden.

2. Any incident that could potentially result in liability is immediately referred to the Diocesan Chancellor – consult first with the Bishop.

3. Submit the Incident Report to the Wardens/Vestry as soon as possible and after required interventions have been arranged.  Though the event may need to be reported to another organization, the Incident Report form is never copied to another organization.

4. When a serious injury occurs, the area is cordoned off and kept undisturbed pending an investigation by RCMP.  Photographs should be taken immediately.

5. Report only pertinent facts.  Accurately and thoroughly describe the situation. Documentation must be legible.  When possible, type the narrative sections and then add your printed name, signature, date and time.  Staple all pages together.

* Include dates, times, witnesses, actions and outcomes – who, what, where, when.  
      * Who was involved?  If interviewing people, interview each person separately.
* What was happening prior to the incident?  What were the circumstances that led to the incident?
* Take relevant photographs of injuries, the site, facilities, vehicles or equipment that might add value to the report.  Do not disturb the site or equipment involved in order to take photographs.
 
6. If you must state an opinion or conclusion, clearly state that it is your personal opinion, or conclusion.

7. Incident reports are reviewed by the Vestry, who make recommendations based on the provided information.

Remember that an incident can be traumatizing to the person reporting and to everyone affected.  Ask for help when you need it.  Focus on self care and offer help and support to others.
 



