Incident/Unusual Event Report Follow-Up Request
Purpose: 
The intent of the following policy is to ensure that all necessary information is gathered and documented regarding reportable events.

Policy:
When additional information is needed to fully understand the circumstances or nature of an Incident/Unusual Event a follow up request to relevant parties may be issued.
Procedure and/or Process:

All incident reports, Unusual Events – internal, DJJ, DCF, PFSF are required to be forwarded electronically or faxed to the Chief Operations Officer within the contractual specified time frames or if not defined by contract within 24 hours of the event.  In some instances, upon review of the report, certain questions or areas requiring clarification may arise.  In these cases, a “Follow-Up Request Form for Incidents & Unusual Events” should be utilized.  The Chief Operations Officer (COO) or designee initiates a request for more information to the appropriate program employee.  The identified employee is responsible for providing, in writing, the requested information, and returning it to the COO within the specified time frame.

The completed “Follow-Up Request Form for Incidents & Unusual Events” should be filed with the original faxed copy or a printed copy of the electronically submitted Initial Incident/Unusual Event Report.
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