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Policy Statement:
All incident reports concerning individuals under guardianship shall be documented in the Kentucky Guardianship Fiduciary Information System (KYGFIS).  Data trends and analyses will guide quality management initiatives, which shall be directed toward improving the individual’s under guardianship quality of life.
Procedure:
1. The Guardianship Social Service Worker (GSSW) reviews all incident reports received on individuals assigned to their caseload and shall determine if.
a. The Class Level assigned by the provider is appropriate 
b. The class level needs to be changed based on the Class 1, 2, 3, 4 guidelines as defined in KYGFIS; 
c. If the incident is received from a Medicaid Waiver Provider Agency, the classification will be “incident” or “critical incident”.
2. The GSSW after reviewing the details of the incident and consulting with their supervisor, shall assign the appropriate Class Level and enter it into KYGFIS.
2. The appropriate data from the incident report is transferred to an electronic “Incident Report” within KYGFIS. The “Step-by-Step Instructions for Entering an Incident Report” are available in hard copy or by clicking the link “Incident Instructions” found on the “insert” page of the Incident Database within KYGFIS. 

3. The facility or provider submitted Incident Report shall be scanned and attached to the incident.  There are times when a facility or provider will report an incident via phone.  There is an expectation the facility or provider will follow-up the phone call with an actual written incident report. E-Mail notifications will suffice provided it contains the information to fully complete the required fields in the incident database and shall be scanned and attached to the incident.

4. Class 3 and 4 incidents shall be entered into KYGFIS upon receipt, whether received in oral or written format.  Any death, for any reason, shall be considered a Class 3 and entered in KYGFIS upon receipt, whether received in oral or written format.
5. Class 1 and Class 2 incidents are to be entered in KYGFIS, by the GSSW or designee within seven (7) business days from date of receipt unless the supervisor has reviewed and approved an extension. 

6. All class 3 incidents shall be discussed by the GFSOS and the GSSW to determine if a visit shall be made and the timeframe for the visit to be completed.

7. The GFSOS will meet with the GSSW on all class 3 and 4 incidents to review the incident and discuss appropriate resources or action steps. GFSOS will document the date of the meeting on the incident report under “Supervisor Debriefing-Reviewed incident with staff and discussed appropriate resources”.

8. The follow-up shall be completed and entered into KYGFIS within thirty (30) days of the original report. The GFSOS may approve an extended time period for the follow up and entry into KYGFIS as documented in KYGFIS.

9. The GFSOS shall ensure that the GSSW completes any follow up needed and the incident is resolved.

10. The GFSOS shall provide technical assistance and/or guidance to the GSSW that will ensure the safety and well-being of the individual under guardianship.  Furthermore, the GFSOS shall ensure incident reports are addressed or followed up on and entered in KYGFIS within the required timeframes.

11. [bookmark: _GoBack]Incident reports shall be reviewed by quality management staff for trending, generating reports, data accuracy, completeness of fields and timeliness 
