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Policy: 

1) Staff shall prepare an Incident Report when a resident has been charged with a major rule violation, reportable minor rule infraction, and room confinement. (3-JDF-3C-10)

2) Staff shall also write an Incident Report any time physical force and/or mechanical restraints are used on a resident. Reports are completed any time one of these events results in an injury to staff or resident. (3-JDF-3A-27)

Procedures: 

1) Incident Report (see attachment A):

a)  The following information shall be included on an Incident Report:

i) Date and time of report;

ii) Location in building where the incident occurred;

iii) Name of resident involved in the incident;

iv) Race, age, date of birth, and SF# of each resident involved in the incident;

v) Specific identification of the infraction chargeable offense on any injuries;

vi) Date and time of offense;

vii) Body of report shall consist of a formal statement and explanation of the incident based on the facts which transpired. A listing and the disposition of any physical evidence, unusual resident behavior, and staff witnesses;

viii) The disciplinary action taken, or recommendation;

ix) Time of restraints applied and removed. A Medical Request Form (see attachment B) is turned in by staff when restraints have been applied or any physical altercation has occurred (3-JDF-3A-28);

x) Results of the incident (nature of injuries and extent of damage);

xi) Name of any outside agency contacted;

xii) Appraisal of Disciplinary Hearing procedures date and time of hearing, if applicable;

xiii) Signature of the person making the report and any witness;

xiv) Signature of Shift Supervisor authorizing any restriction, restraint, and approving the report;

xv) Signature of resident or indication the resident refused to sign report;

xvi) Signature of administrative personnel contacted and reviewing report;

b) Incident Reports will be completed any time one of these events results in staff/resident injury or accident.

c) All Incident Reports shall be written as soon as possible but no later that the end of the shift in which the incident occurred.

d) Staff signatures should be signed in blue ink to identify the original reports.

2) Information Report (see attachment C): 

a) Incident Reports are written by the staff member directly involved in the incident. All other staff members who witnessed, or assisted with the incident, write Information Reports.  The reports are limited to stating only what the staff member saw and did during the incident.

b) Information Reports are also completed on other occasions not relating to disciplinary measures. Some examples of these occasions would be, but not limited to, unknown origin of contraband found in the Facility. Any behavior exhibited by the resident that should be documented for the assigned worker, court, or for future decision making by the Facility Administrator is noted in the Information Report. The reports (as noted in paragraphs a and b) must be completed by the end of the shift in which the incident occurred. 
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