Unusual Event Report - Internal
Purpose:
The intent of the following policy is to ensure that unusual events occurring related to the work environment not reportable under other contractual agreements are recorded and shared up the chain of command. 

Policy:
CDS is committed to maintaining a safe working environment for all concerned and therefore takes an interest in reviewing unusual circumstances that occur from a risk management perspective.  Staff should document these occurrences on the Unusual Event Report Form so appropriate analysis and follow up may occur as necessary.
Procedure and/or Process:

Prior to considering the completion of this form it should be determined that neither the Department of Children and Families (DCF) Event Report form or Partnership For Strong Families Report form are applicable.  If any are applicable, then follow the corresponding protocols outlined in the Operations and Procedures Manual and do not complete an Unusual Event Report.

In the case of suspected child abuse and/or neglect, procedures should be followed as outlined in the Operations and Procedures Manual related to reporting child abuse and neglect.  An Unusual Event Report should not be completed as well, unless there is a circumstance that the writer feels warrants such notification.

The Unusual Event Report should be filled out in all situations involving unusual events, occurrences, or happenings that are outside the realm of normal typical daily operations.  This would also apply to participant cases, which are particularly problematic or disruptive to program operations.

If a circumstance arises in which you are uncertain as to whether or not to complete an Unusual Event Report, fill out the form.

All Unusual Event Reports should be submitted to your supervisor and faxed to the Chief Operations Officer immediately or within 24 hours of the unusual event.
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