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Incident Report
A how to guide for submitting a 'client incident report' in Care Right

1 In the client dashboard, click "Assessments" to show all current assessments and
click 'new' to start a new incident report
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2 Click the search field and type 'Incident Report'

3 Once 'Incident Report' is located, click 'Perform'
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4 Select the date and time the incident occured

5 Click the "Select a Staff Member" drop-down box and select your name as the
one making the report
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6 Provide an Incident Summary/ Title

NOTE: Keep the title brief as this is to easily identify the incident

7 Provide details of the incident
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8 Type details on where the incident occured

9 Type details on immediate actions taken
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10 Select yes or no if medical treatment by a doctor was required

11 Select 'Principal Incident Type' from the drop down box
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12 Select 'Principal Incident Subtype' from the drop down box

Tip! Further information may be required for certain incident types. For
example, a selection of 'Fall' will need the following further information to
be completed.
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13 Select the boxes to indicate if a 'Notification' was made or was not needed.

14 Provide family notification details, including, who was notified, the date and
time of the notification, and how the notification was made.
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15 Once the reporter has reviewed the form, click 'yes'.

Once this is done, click the 'Ready for Review' button.

Alert! Only click the 'Ready for Review' button once. Clicking this button creates
a task for the Incident Response Team to review the incident.
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16 Unlike most forms, click "Save and continue later"

Alert! Clicking 'Approve' will lock the form, preventing the incident
response team access to review the incident
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17 The incident will now display on the current assessments page with a blue
continue button


