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This document is a template.
Any templates, tools or other materials and documents are provided for informational purposes only and is not a substitute for professional or legal advice. It is intended to be a general guide and may not cover all legal requirements or considerations relevant to your specific situation.
The use of such Documents and Tools are entirely at your own risk.
Before using or relying on any such document or tool, it is strongly recommended that you consult with a qualified attorney or legal expert to ensure that it is appropriate for your particular needs and complies with all applicable laws and regulations.
The creators and providers of the documents or tools make no representations or warranties, express or implied, about the accuracy, completeness, or adequacy of the information contained herein. The documents and tools  is provided "as is" and without any warranty of any kind, including but not limited to the warranties of merchantability, fitness for a particular purpose, or non-infringement.
In no event shall the creators and providers of such documents or tools be liable for any damages, including without limitation, direct, indirect, incidental, special, consequential, or punitive damages, arising out of the use or inability to use the documents or tools.
By using the documents and tools, you acknowledge and agree that you have read, understood, and accepted the terms of this disclaimer. If you do not agree with these terms, you should not use the document and/or tools and should seek legal advice from a qualified attorney for your specific needs.
Please note that laws and regulations may vary by jurisdiction, and the document and tools provided may not be suitable for all situations. It is your responsibility to ensure compliance with all relevant laws and seek legal counsel as needed.  
Template Incident Reporting Policy
[Recovery Home Name] is committed to the safety and well-being of its residents, staff, volunteers, visitors and neighbors. This Incident Reporting Policy outlines the procedures for reporting and responding to various critical incidents within the recovery home. Prompt reporting and appropriate responses are essential to maintaining a safe and supportive environment.
All individuals should follow the [Recovery Home Name] Emergency Response policy, which outlines specific actions that should be taken for a number of the incidents listed below.  Emergency response, medical personnel, law enforcement, and victim services should be contacted as necessary based on the circumstances. Incident reporting should occur immediately after all individuals are safe and secure and it is safe to report the incident.  
Types of Incidents to be reported
Overdose: 
Sexual Assault or Harassment: Any type of sexual assault or harassment involving a resident or taking place on the property must be reported
Physical Assault or Harassment: Any type of physical assault or harassment involving a resident or taking place on the property must be reported
Serious Resident Injury or Death:  All resident injuries or deaths need to be reported, regardless if the incident took place on the property or off.
Serious Injury or Death of any other person on the property: All serious injuries or death of any one, including but not limited to residents, staff, volunteers, neighbors or visitors on the property needs to be reported.
Emergency Response Personnel Called:Any situation that necessitates the call for emergency response personnel must be reported 
Serious Threat of Violence: Any situation where there is a serious threat of violence towards a resident or group of residents must be reported
Other Incidents that need to be reported
Add appropriate information about other incidents that need to be reported.
Incident Reporting:
As soon as it is safe to do so, staff must report the incident to the appropriate person.  If the person is not physically present, they should call the person and notify them immediately of the incident and provide details as accurately as possible including the time, date, location, individuals involved, any witnesses, and actions taken.  Staff should follow the direction of the appropriate person.  The appropriate person will ensure that the Emergency Contacts of any residents are informed of the incident, as appropriate.  
Documentation:
Within 24 hours of the incident, staff will complete the Incident Reporting form and submit the form to their supervisor.  
Response and Follow-up:
The Supervisor will review the incident report within 24 hours of it being filed by the staff member.  The supervisor will  note on the incident form any additional details and follow up that have taken place since the incident and attach any plans that will be taken in the future as a result of the incident.  
Details of the incident will also be filed in the appropriate resident’s file.  
Policy Compliance:
Failure to comply with this Incident Reporting Policy may result in disciplinary actions, up to and including termination of employment or eviction from the recovery home, depending on the severity of the violation and the individual's history.
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