TITLE: CGccurrence Report

PURPCSE

Cccurrence reports are originated in the departnment of occurrence
by the person/persons involved or the person discovering the
occurrence.

PROCEDURE

Cccurrence Reports are electronically filed by the enpl oyee, sent
to the Departnment Manager and then to Ri sk Managenent for

review for conpl eteness, objectivity, severity of incident

and | oss potential. Follow up investigations are conducted by

t he Departnment Manager/ Supervi sor to gather additiona

i nformati on as deened necessary. This information is then sent
to the Ri sk Manager. Additional information may be

needed for the investigation and this will be requested by the
Ri sk Manager. Managers and enpl oyees wi || provi de assistance and
i nformati on, when an occurrence is being investigated, in a
timely manner.

Conpl eted QOccurrence Report Forms are maintai ned by
Admi ni stration for ninety (90) days. At the end of ninety (90)
days, these occurrence reports are no |onger kept on file.

Enpl oyee Accident/Incident Report Fornms are forwarded
to the Human Resource Department for processing.

Sunmari es of Hospital occurrences are conpiled and used by the
Qual ity Managenent/Ri sk Managenent staff to identify trends,
antici pate problemareas and to recommend corrective actions.
These summaries will be submitted to the Safety Conmittee

on a quarterly basis for Med and Fall occurrences. Information is
shared with the CEOif trends are identified.

PCLI CY!
THE ELECTRONI C OCCURRENCE REPORT

Purpose: To detail instructions on conpletion of the electronic
occurrence report.

Pr ocedur e:
MANAGER

TO ENTER OCCURRENCE REPORT:

1. Sign in to | NFORMATI ON System and choose EXT.IS to access the
I'S Application.

2. Choose Enter Cccurrence Report and at Patient pronpt, type
in patient's nane. Renenber to use LASTNAME, FI RSTNAME
format and that you can use the partial nane nethod. (EX
DE, JO for John Deere)

3. Choose correct patient and account nunber fromthe | ookup



4. First Page will show Responsi bl e Physician pronpt and wil |
have patient's attendi ng physician filled in. Just press
<Enter> twice until cursor is at Cccurrence Date and enter
the actual date of the occurrence you are reporting. (Can
use "T" method for dates.) Then press File/ K key <F12> for
PC and <F20> for Termi nal.

5. Now at the First Page of Cccurrence Report Wrksheet, start
filling in questions. Mbst pronpts have avail abl e
<Lookup>'s, so be sure to use them

6. \Wen you get to bottom of one screen, pressing <Enter> will
automatical ly advance you to the next page. The <Page Up>
and <Page Down> Kkeys on a PC or the <F13> and <F14> keys on
a termnal can al so be used to navigate through the screens.

7. On the last page, pressing the File/ K key <F12> for PC and
<F20> for termnal can be used to file the CQccurrence

Report.

8. If you have any required fields left blank, the system
will pronpt you with "OK to File Wthout Required Fields?"
You can either type N for No and it will let you conplete

the required fields, or you can type Y for YES and it wll
File the Cccurrence Report inconplete.

9. At red box, you can select a page of the Cccurrence Report
Wor ksheet to return to or you can press <Esc> to conti nue.

10. At patient pronpt, press , <Enter> to exit IS

To Review an Cccurrence Report entered by Enpl oyee of your
Depart ment :

1. Sign in to | NFORVATI ON System and choose EXT.IS to access the
I'S Application.

2. Choose Manage Cases.

3. At Cccurrence Date pronpt, enter in the range of Cccurrence
Dates you are wanting to review

4. Press File/OK key <F12> to initiate pulling of cases.

5. At the Manage QM Cases screen, you will see a list of all
cases that have an occurrence date during the range you
speci fi ed.

6. Select/highlight the case that you want/need to revi ew by
usi ng Revi ew case.

7. Wth Edit Case Data highlighted (white bl ock), press
<Enter> to Review case.

8. At the red box, choose Wrksheet Page 1 and press <Enter>
to start view ng case.



9. Review Pages 1-4.

10. On Page 5 at Date Reviewed by Departnent Manager, enter the
dat e.

EMPLOYEE

To Enter Cccurrence Report:

1.

10.

Sign in to | NFORVATI ON System and choose EXT.1S to access the
I'S Application.

At Patient pronpt, type in patient's nane. Renenber to use
LASTNAME, FI RSTNAME format and that you can use the
partial nane nmethod. (EX: DE.JO for John Deere)

Choose correct patient and account nunber formthe | ookup.

First Page will show Responsi bl e Physician pronpt and wil |
have patient's attendi ng physician filled in. Just press
<Enter> twice until cursor is at occurrence you are
reporting. (Can use "T" method for dates.) Then press
File/ OK key <F12> for PC and <F20> for Term nal .

Now at the First Page of the Occurrence Report Work sheet,
start filling in questions. Mbst pronpts have avail abl e
<Lookup>'s, so be sure to use them

VWhen you get to bottom of one screen, pressing <Enter> will
automatically advance you to the next page. The <Page Up>
and <Page Down> keys on a PC or the <F13> and <F14> keys on
a termnal can al so be used to navigate through the screens.

On the last page, pressing the File/ K key <F12> for PC and
<F20> for Term nal can be used to file the Cccurrence
Report.

If you have any required fields left blank, the systemw ||
prompt you with "OK' to File Wthout Required Fields?" You
can either type Nfor NOand it let you conplete the
required fields, or you can type Y for YES and it will File
the Occurrence Report inconplete.

At red box, you can select a page of the Cccurrence Report
Wor ksheet to return to or you can press <Esc> to conti nue.

At patient pronpt, press <Enter> to exit IS

El ectroni ¢ Cccurrence
REPCORTI NG ON THE

| NFORVATI ON SYSTEM AND
I S MODULE



SEE PAGE 28 ENTI TLED "HOW TO COVPLETE AN OCCURRENCE REPORT"
TH' S PROCEDURE W LL BE | MPLEMENTED DURI NG COMPUTER DOAN- T ME.

SEE PAGE 30 OCCURRENCE REPORT THI'S FORM | S USED DURI NG COVPUTER
DOMN- TI ME.

Rl SK MANAGER:

FOLLOW SAVE DI RECTI ONS AS MANAGER STEPS 1-6.

SCREEN 7 AND 8 ARE FOR RI SK MANAGER REVI EW ONLY AND ARE NOT SEEN
OR ACCESSED BY EMPLOYEES OR DEPARTMENT MANAGERS. ANSWER
QUESTIONS Y OR N ENTER FREE TEXT (very inportant for Medical
errors: summarize occurrence report/overvi ew of what happened)

COWPLETE FI ELDS. F12= FI LE DATA

THE FOLLON NG REQUI RED FI ELDS ARE M SSING K TO FILE WTHOUT? Y
RN

AT RED BOX YOU CAN SELECT A PAGE OF THE OCCURRENCE REPORT TO

RETURN TO OR YOU CAN PRESS <ESC> TO CONTI NUE.

Ri sk Managenent Pl an PAGE: 1 of 2

PCLI CY: How to access Ri sk Managenent Reports in IS "conputer
prograni'.

Rl SK MANAGEMENT REPORTS:

Appl i cation Dat abases Sel ect IS
Qual ity Managenent Menu Sel ect Criteria Analysis

QA Criteria Analysis

From Cccurrence Date Thru CQccurrence Date
(Enter the dates of the report you want included such as

090196 093096

Wor ksheet F9 and sel ect i ndivi dual

# 36 - 49 or type in the
foll owi ng Menoni cs

RM OCC

RM OCC. 4TH

RM OCC. 5TH

RM OCC. 6TH

RM OCC. CCU

RM OCC. ED

RM OCC. LAB



Criteria

Press F12

Print Options

Sel ect : 1

Sel ect : 2
Addi ti onal Report:

Qual ity Managenent Menu

M St andard Reports

Revi ew Type:

From Dat e:
Thru Dat e:
Sort By:

RM OCC. MCU

RM OCC. NBN

RM OCC. OR

RM OCC. PT

RM OCC. RAD

RM OCC. RX ( Phar nacy)
RM OCC.

F9 and sel ect i ndivi dual
# 6, 8, 19, 25, 26, 27,
29, 30, 31, 34 for these:

RM QL Cccurrence Location
RM OCC. SI Services | nvol ved

RM QUT Qut cone Screens

RM ED ED Cccurrences

RM OB OB Cccurrences

RM OR OR Cccurrences

RM FALL Fall Cccurrences

RM NMED Medi cati on Cccurrences
RM MED. TYP Medi cation Type
RMIV IV Rel ated Qccurrence
RM GEN CGeneral Cccurrences

Report by WKsht
Report Sunmary
Response G aph
Criteria G aph
Mont hly Graph
Weekly Graph
Daily Graph

NookwhE

This will provide a worksheet
di vided by location with the
criteria selected.

( see sanple )

( see sanple )

Sel ect Qual ity Managenent
St andard Report

Sel ect #2 Review Type Statistics
Repor t

F9 and select 17 or type in RM

Enter Date
Enter Date
Enter "LOC' for Patient Location

Include Year to Date Statistics? y or n

See sanple with year to date and wi thout YTD



From

Criteria
Cccurrence Location

IV Site

Qut cone Screens

Fall Cccurrences

Qccurrences

Qut cone Screens
IV Site

Fall Gccurrences

Cccurrence Location

Qut cone Screens

Fall Cccurrences

IV Site

Qccurrence Location
IV Site

Qccurrence Location
Qut cone Screens
Fal |l Gccurrences
Qut cone Screens
Fal |

Cccurrences

IV Site

****SAIVPLE****

REPORT SUMVARY

CRI TERI A ANALYSI S SUMVARY

For Dat abase:
Run On 10/08/99 at
09/ 01/ 99 Thr u:

Response
ED

NONE
NONE

N A
NONE

NUR. 6
NONE
NONE
N A

NUR. 5

NONE
OTHER

N A
NONE

NONE
NUR. 4
NONE
ccu
NONE
N A
DEATH
NONE

IV.SI TE
NONE

LI VE

1533
09/ 30/ 99

PAGE

Count

65

62

49

36
26

25

25

23

21

16

w w

1 of 2

Pcnt
100

100

75

58
42

89

89

92

81

94

82
14

67
100

100

100

100

86

71

57

25

30
100



From

Criteria
Cccurrence Location

Qut cone Screens

Fall Cccurrences

IV Site

Cccurrence Location

Qut cone Screens

Fall Cccurrences

IV Site

Cccurrences

Qut cone Screens

CRI TERI A ANALYSI S SUMVARY

For

Dat abase:

Run On 10/08/99 at

09/ 01/ 99

Thr u:

Response
McU

NONE

FALL. FND
N A
OTHER

V. OTH
NONE

ccu
MCUOP
NBN

DEATH
NONE
OTHER
TEMP. M N

FALL. FND
N A
NONE

NONE

CARD
Ccr
ED
MCU
R

DEATH
NONE
OTHER
PERM MAJ
TEMP. VAJ
TEMP. M N

BY WORKSHEET

LI VE

1533
09/ 30/ 99

CRI TERI A ANALYSI S BY WORKSHEET

For

Dat abase:

Run On 10/08/99 at

LI VE

1533

PAGE

Count
3

3

NNNDN NNN NN NNN

PR RERRE e N

RPRRRPRR

2 of 2

Pcnt
60

43

8
100
8

8
100

67
40

29
67
67

100
33

100

100
14
33

100

100

33

14
100



Wor ksheet

RM OCC. 4TH

RM OCC. 5TH

RM OCC. 6TH

Wor ksheet

From 09/01/99 Thr u:
Criteria Response
Cccurrence Location NUR. 4
IV Site NONE
Fall Cccurrences N A
NONE

Qut cone Screens NONE
OTHER
TEMP. MAJ
TEMP. M N

Cccurrence Location NUR. 5

Qut cone Screens NONE

Fall Cccurrences N A

IV Site NONE

Fall Cccurrences NONE

IV Site IV.SITE

Qut cone Screens OTHER

Fall Cccurrences FALL. FND

Cccurrence Location ED

Qut cone Screens TEMP. M N

Cccurrence Location NUR. 6

Qut cone Screens NONE

IV Site NONE

Fall Cccurrences N A
FALL. FND
OTHER

CRI TERI A ANALYSI S BY WORKSHEET

Run On 10/08/99 at
09/01/99 Thru:

From

Criteria

For

Dat abase:

LI VE
1533

Response

09/ 30/ 99

09/ 30/ 99

PAGE:

Count
7

6

16

14

25

25

23

PAGE:

Count

1 of 3

Pcnt
100

100

57
43

43
29
14
14
94
82
67
70
25
30

12

89

89

92

2 of 3

Pcnt



RM OCC. CcuU

RM OCC. ED

RM OCC. MCU

Wor ksheet

IV Site

Cccurrence Location
Fall GCccurrences
Cccurrence Location
Qut cone Screens
Fall GCccurrences
IV Site

Cccurrences Location

Qut cone Screens

Cccurrence Location

IV Site

Qut cone Screens

Fall Cccurrences

Qut cone Screens

IV Site

Fall Cccurrences

CRI TERI A ANALYSI S BY WORKSHEET

For Dat abase:

Run On 10/08/99 at
Thr u:

From 09/01/99

Criteria
Cccurrence Location

Qut cone Screens

V. OTH

NONE

DEATH
OTHER
TEMP. M N
NONE

NONE

NONE
DEATH

ED
ED
NONE
NONE

N A
NONE

OTHER
DEATH
TEMP. M N
PERM MAJ
NONE

N A

LI VE
1533

Response
MCUCP

OTHER

09/ 30/ 99

PAGE

Count
2

2

100

100

86

71
29

14

100

100

75

58

NWOO S

100

67

3 of 3

Pcnt
67

67



Fall Cccurrence NONE 1 33

Qccurrence Location McU 1 33

Qut conme Screens NONE 1 33

RM OCC. NBN Qccurrence Location McU 3 60
Fall Qccurrences N A 2 100

IV Site NONE 2 100

Qccurrence Location NBN 2 40

Qut conme Screens NONE 2 67

OTHER 1 33

RM OCC. OR Qccurrence Location oR 1 100
Qut conme Screens NONE 1 100

RM OCC. RAD Fall Qccurrences N A 1 100
IV Site NONE 1 100

Qccurrence Location cr 1 100

Qut conme Screens TEMP. M N 1 100

BY UNI T

REVI EW TYPE (RM) - STATI STI CS REPORT
For Dat abase: LI VE
Run On 10/08/99 at 1629
From 09/01/99 Thru: 09/ 30/ 99
Year to Date Statistics |Included

PAGE: 1 of 1
Criteria Criteria

CASES Met Not Met Justified Follow Up

Pati ent Location # # % # % # % # %
ASU. 1 CUR 1 1 100 0 0 0
YTD 4 4 100 0 0 0

ccuU CUR 7 7 100 0 0 0
YTD 38 38 100 0 0 0

EC CUR 4 4 100 0 0 0
YTD 12 12 100 0 0 0

ED CUR 53 53 100 0 0 0
YTD 218 218 100 0 0 0

LAB CUR 0 0 0 0
YTD 1 1 100 0 0 0

MCU CUR 1 1 100 0 0 0
YTD 7 7 100 0 0 0

MCUCP CUR 1 1 100 0 0 0
YTD 1 1 100 0 0 0

NBN CUR 2 2 100 0 0 0
YTD 6 6 100 0 0 0

NUR. 4 CUR 6 6 100 0 0 0



NUR. 5

NUR. 6

Total s

YTD
CUR
YTD
CUR
YTD
CUR
YTD
CUR
YTD

CUR
YTD

21
18
75
32
100

NP

126
486

21
18
75
32
100

NP

126
486

100
100
100
100
100

100
100
100

100
100
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