
	Incident Reports and Claims Reports


Policy:  To ensure that all incidents and claims are handled consistently and timely protecting the legal and fiduciary responsibility of (name of your facility).

Purpose:  To define procedures for incident reporting, claims reporting and communication with PLICO.  Incident Report form is attorney work product and prepared in anticipation of litigation.
Procedure:

I.  INCIDENT REPORTING:  Insured’s obligation to report unexpected adverse events, with or without patient injury, which may result in a future claim for compensation or damages.
When the responsible reporting party at (name of your facility) becomes aware of an unexpected adverse event, he/she will:

A. Initiate investigation, sequester medical record and/or copy, gather pertinent information to include:

· Name of potential claimant(s)

· Age, marital status, sex, race, and occupation

· Admitting date and diagnosis

· Discharge date and status

· Attending physician(s), professional license numbers, specialty(ies), professional liability carrier(s) and limits

· Names, positions, professional liability carrier and limits (if applicable) of involved staff

· Names and positions of employed witnesses

· Names, addresses and phone number of other witnesses

· Information on family members, number and age of children, marital status 
· Sequester x-rays, and any other equipment in question.

B. Complete Incident Report form (Attachment A)
C. Email or fax Incident Report form to PLICO Risk Management Department, Attn:  Shari Moore at 405.815.4917 or smoore@plico.com.

D. The responsible reporting party at (facility) will monitor situation closely and notify PLICO of any activity (e.g. request for medical record, contact by patient, family member, attorney, etc.).

II. CLAIM REPORTING:  A “claim” is a formal notification either oral or in writing that compensation or other relief is being sought from the facility/physician/nurse/etc., by a third party for alleged injury, negligence, event or incident.  This would include letters of representation from attorneys.

A. If not previously reported as an incident, follow steps in I. A and B above.

B. Notify PLICO Claims at 405.815.4802.

C. Fax or email claims documents and Incident Report form (if not previously reported) to PLICO Claims Department, Attn:  Kathie Roduner at 405.815.4930 or kroduner@plico.com.
D. The responsible reporting party at (facility) will continue to monitor the potential claim closely, communicate with the assigned PLICO Claims Analyst, and participate in the handling/settling of the claim as appropriate and as requested by PLICO.

III. SUMMONS/COMPLAINT/LAWSUIT:  the actual filing of a lawsuit alleging negligence. 

A. If not previously reported as an incident or claim, follow steps in I. A and B above.

B. Notify PLICO Claims at 405.815.4802.

C. Fax or email legal documents and Incident Report form (if not previously reported) to PLICO Claims Department, Attn:  Kathleen Roduner at 405.815.4930 or kroduner@plico.com.
D. The responsible reporting party at (facility) will continue to monitor the suit closely, communicate with the assigned Claims Analyst, and participate in the handling/settling of the suit as appropriate and as requested by PLICO.

