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DDD MANAGEMENT BULLETIN





D06-015 – Procedure
April 21, 2006
	TO: 
	Regional Administrators

Field Services Administrators

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT: 
	Reporting Community Protection Critical Incidents to Central Office 

	Purpose:
	To ensure Central Office is promptly informed when critical incidents occur that involve or affect Community Protection Program (CPP) participants.  

	Background:
	The Electronic Incident Reporting (IR) System continues to be the system Field Services staff use to report critical incidents to Central Office.  The Assistant Secretary has requested earlier reporting of such incidents, especially those involving CPP clients. 
Recognizing that crisis management can delay IR input and electronic notification, this bulletin establishes a requirement to report critical incidents by telephone to Central Office as soon as possible. 

	What’s new, changed, or

Clarified

 
	In addition to the following the procedures described in DDD Policy 12.01, Incident Management, the Regional Administrator or his/her designee will contact Central Office by telephone when notified of or when managing a critical incident involving a CPP participant.  This telephone report should be made as soon as possible.

Specific CPP incident types requiring a phone call now include: 
· Abuse or assault resulting in significant staff or client injury;
· Known or suspected media interest; 
· Staff or client arrests; and
· Criminal investigations.


	ACTION:
	Effective immediately, the RA or his/her designee will:

1. Call Central Office when critical incidents such as those described above occur:

· Days:  Shaw Seaman
· After Hours & Weekends:  Linda Rolfe

2. Ensure that the IR is sent to Central Office no later than 5:00 p.m. the next business day.
This requirement is in addition to the current procedures described in DDD Policy 12.01, Incident Management.



	Related 
REFERENCES:
	DDD Policy 12.01, Incident Management


	ATTACHMENT(S):   
	None

	CONTACT(S):
	Shaw Seaman, 360/724-3443, seamasc@dshs.wa.gov
Linda Rolfe, 360/724-3461, rolfela@dshs.wa.gov
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