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PURPOSE.

To establish a Bemidji Area Indian Health Service (BAIHS) policy on incident
reporting, The policy will provide direction 1o Bemidji Area, District, field office,
Service Unit, and Tribal-detailed [HS staff, patients, and visitors regarding
reporting of injury or illness as well as significant non-injury related incidents.

BACKGROUND

The Bemidji Area Indian Health Service has no formal poliey regarding incident
reporting for federal employees or visitors at the Aren, District, or field affices,
Service Units or Tribal Health Facilities.

[HS Manual Chapter 9 “Occupational Safety and Health Program” describes
generic components of an incident reporting program; however, specific
procedures and responsibilities for Area and Service Unit staff are not described,
nor is the use of the web-based incident management system “WebCident”
included. Use of WebCident will greatly enhance the efficiency, analysis, and
reparting of incidents that occur at any facility. This cireular will describe steps
involved in using WebCident in incident reporting and management,

POLICY STATEMENT:

[HS operated facilities in the Benudji Area shall participate in incident reporting
consistent with THS Manual Chapter 9.
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DEFINITIONS

Incidents: any event or chain of events, which results in property damage, injury
or illness to any person(s) or interrupls, interferes or has the potential te interfere
with the arderly progress of work or for which a tort claim may be possible (1HS
Manual, Chapter 9), Work- related injuries, illness, threats and Jor acts of
violence, property thefl (personal and government), GSA vehicle crashes, and
identifying unsafe conditions must be reported.

WebCident: a web-based incident reporting system developed by THS at:
nttpy/webeident.hige.ihs.gov or accessed through Bemidji Area THS homepage
bitp:/home bemidji.ihs.gov . WebCident meets IHS and other federal reporting
requirements. WebCident is used to document injuries or ilInesses to all
employees, patients, and visitors, hazardous conditions, and to document ceriain
property and security incidents. WebCident will replace the use of the IHS-516
“Report of Incident™ form and all other incident reporling forms currently in use,
WebCident does not take the place of the required OWCP forms (e,z., CA-1, CA-
2, CA-16) for qualifying events, which must be completed for workers'
compensation ¢laims and documentation. Additionally, medical misadveniure
issues (e.g., medication errors) are not to be documented in WebCident but rather
through the current nsk management process,

1HS FUNCTIONAL RESPONSIBILITY:

IHS Employees and Visitors to IHS Facilities: THS employees are required 1o
report all incidents as defined to ensure that prompt action can be taken to
eliminate any unsafe condition, to improve safety and security, and for planning of
emplovee training.

The Area Safety Manager (ASM), Service Unit Directors (SUDs) and District
Safety Munagers may cheose one of the following methods to designate staff
responsibility in entering incidents (i.e., supervisors). This delegation of
respansibility should be documented in the safery manual fior the facility,

*  Incidents are entered into WebCident within 24 hours-excluding
weekends, holidays, and intra-net problems--by anv emplovee with access
to the website. Under unusual circumstances such as when staff are on

travel, they are required to document the incident within 24 hours of their
refurn.

* Atthe discretion of the ASM, SUD or DSM, specific staff will be charged
with entenng incidents into WebCident (i.e., supervisors). And, if the
employee cannet access WebCident, they must notify their supervisor of
the incident; and the supervisor must then enter the incident within 48
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hours of notification (excluding weekends, holidays, and intra-net
problems).

= LUpon completing incident entry, the employee (or their supervisor) will
print a copy of the report which will be retained in the employee's
personnel or medical file, whichever is approprinte.

Supervisor's Responsibilities:

» Supervisors shall enter incidents involving visitors or patients in ther
departments into WebCident within 48 hours of notification by the visitor,
They must also enter incidents into WebCident within 48 hours of
notification by employees whe are unable to enter the incident into this
program,

The ASM, DSM, and Service Unit Safety Officer (SUSO) will review and analyze
reports submitted through WebCident. If necessary, the ASM, DSM, ar SUSO
will gather mere information and add it to the report before closing each case.

* Completed cases: the ASM, DSM, or SUSO will email PDF files or send a
printout of each incident to the appropriate Employee Health Manager for
inclusien in the employee health record. As appropriate, incident reports
should also be included in emplovee medical fles,

* The ASM, DSM, and SUSOs will generate WebCident reports quarterly to
present at safety committee meetings or in conjunction with other regularly
scheduled staff meetings.
©  Webcident reports will be discussed and the ASM, DSM, and SLUSOs will

provide details on what actions have been taken to correct the identified
prablem,

* The ASM, DSM. and SUSOs will keep copies of ineidents either in paper
form or as PDF files on a data storage device. As with medical records,
ingident reports are subject to Privacy Act requirements and must be
maintained in a secure location,

» Using WebCident, the ASM, DSM, and SUSOs will generate OSHA Form
I00A (Summary of Work-Related [njuries and [llnesses) and post it as
required on February | of the vear following the vear covered by the form.
The OSHA Form 300 may also be printed but is not posted.

* The SUSOs and DSM, with assistance from the Area Safety Manager as
needed, will provide training in incident reporting and use of WebCident to
meet staff needs as determined by the SUD or local safety committes

Area Safety Manager (ASM): The ASM provides lechnical assistance and
traaming to DSMs, SUSOs, and other staff as needed to implerment the incident
reporing system. The ASM will also designate app ropriate DSMs 1o pssist with
incrdents occurnng at IHS district and field offices.
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6.  EFFECTIVE DATE: This Policy is effective upon date of signature by the
Area Director, BAIHS,

athleen Anneite, M.D,
Director
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Incident Reporting
Using WebCident

( Emplovee, Patient or Visitor

Injured or observes an unsafe
act, condition or event at work
or in an [HS fucility
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:

WebCident
Employee enters incident into
WebCident within 24 hours
Employee informs supervisor
of incident within 24 hours
If emplovee can’t enter
incident, supervisor does so
within 48 hours of notification
Department supervisors will
enter incidents invalving
patients in or visitors to their
departments within 24 hours of
the incident
Reportee prints and retains a
copy of incident report
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SU Safety Officer or
Area/District Safety Manager

Uses WebCident to review &
comment on cases, & make
recommendations for
improvements

Follow up on corrective action
Crenerates reports for safety
committee quarterly
Generates & posts OSHA 300
log

Sends PDF files or printouts
of incidents to Admin Officer;
to Emplovee Health; and 1o
Lab Director if BBP exposure
Keep paper or CD files of
mcident reports for 5 years
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= Reviews case activity and
miakes additional

Safery Committee

s
SU Lab Birtctnr_\'
s  Handles

initial and
follow-up i
hlood
sampling

e o

Employee Health
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» Places printout of
PDF file in emplovee
health record
(record kept for 30
VEArs)

recommendations to Area
Safety Manager, SUD or
District Safety Manager if
needed

for follow-up on corrective

« Refer cases to SUD and AQ
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