
   
  

  
  

   
 
 

   
    

   

    
      

             
          

     

      
         

          

            
          

         
         
        

       
            

         

      

             
     

      
           
      

         
          

      
    

          
         

       
        

              
  

                
            

           
 

          
 

Division of Developmental Disabilities 
Operations Manual 

Chapter 6000 
Administrative Operations 

Incident Management 

6002-C REPORTING REQUIREMENTS 

REVISION DATE: 11/29/2017, 3/2/2015 
EFFECTIVE DATE: July 31, 1993 

When an incident occurs, take whatever actions are necessary to resolve the emergency 
and implement protective measures immediately for the person’s safety, which may 
include calling 9-1-1 or taking other emergency action. 

A. As designated by law, medical professionals, psychologists, social workers, Support 
Coordinators, peace officers, and other people who have the responsibility for the 
care of a child or a vulnerable adult are mandatory reporters. 

Mandatory reporters who have a reasonable basis to suspect that abuse or neglect or 
exploitation of the member has occurred must report such information immediately 
to a peace officer or protection services worker, (i.e., Adult/Department of Child 
Safety, Tribal Social Services). Refer to Support Coordination and Operations Policy 
6002-E Incident Reports, for additional information regarding mandated reporting. 

B. Serious Incidents, as described in Operations Manual Policy 6002-A Definitions 
of Incidents and Serious Incidents, must be reported and written as soon as 
possible, but no later than 24 hours after the incident. 

Within 24 hours of a serious incident: 

1. The provider must notify the District of the serious incident to include the 
submission of a detailed incident report. 

2. District personnel must enter the incident into the Incident Management 
System (IMS) database within 24 hours or the next business day if the 
incident occurs over a weekend or holiday. 

3. Notification to Responsible Person, i.e., guardian or family member - The 
responsible person must be notified, unless otherwise specified in the 
Planning Document (Individual Support Plan/Individualized Family Service 
Plan/Person Centered Plan). 

The procedures for notification of the responsible person must be 
coordinated between the service provider and the Support Coordinator. 
The Support Coordinator or designated District staff member must ensure 
notification of the responsible person of an incident within 24 hours after 
the incident. The responsible person must also be notified of any follow up 
actions that occurs. 

C. All other incidents listed in Policy 6002-A must be reported to the District by close 
of the next business day following the incident, and beentered by designated 
District personnel into the IMS database within 48 hours of notification (if 
applicable). 

D. Incidents occurring after normal business hours must meet the above reporting 
requirements. 
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