
300  PROCEDURES FOR INCIDENT REPORTING 

Reportable Incidents 

LCCS shall submit an incident report to the DHS PASSE Quality Assurance unit and the appropriate PASSE, using the 

reporting form via secure e-mail upon the occurrence of any one of the following events:  

1.  Death of beneficiary.* 

2.  The use of any restrictive intervention, including seclusion, or physical, chemical, or mechanical restraint 

on a beneficiary. 

3.  Suspected maltreatment or abuse of a beneficiary. 

4.  Any injury to a beneficiary that:  

• Requires the attention of an Emergency Medical Technician, a paramedic, or physician  

• May cause death  

• May result in a substantial permanent impairment  

• Requires hospitalization 
 

5.  Threatened or attempted suicide by a beneficiary. 

6.  The arrest of a beneficiary, or commission of any crime by a beneficiary. 

7.  Any situation in which the whereabouts of a beneficiary is unknown for more than two (2) hours (i.e. 

elopement and/or wandering), or where services are interrupted for more than two (2) hours. 

8.  Any event where a staff member threatens a beneficiary. 

9.  Unexpected occurrences involving actual or risk of death or serious physical or psychological injury to a 

beneficiary.* 

10.  Medication errors made by staff that cause or have the potential to cause serious injury or illness to a 

beneficiary, including, but not limited to, loss of medication, unavailability of medication, falsification of 

medication logs, theft of medication, a missed dose, wrong dose, a dose being administered at the wrong 

time, by the wrong route, and the administration of the wrong medication. 

11.  Any violation of a beneficiary’s rights that jeopardizes the health, safety, or quality of life of the beneficiary. 

12. Any incident involving property destruction by a beneficiary.  

13.  Vehicular accidents involving a beneficiary. 

14. Biohazard incidents involving a beneficiary. 

15. An arrest or conviction of a staff member providing direct care services. 

16. Any use or possession of a non-prescribed medication or an illicit substance by a beneficiary. 

17. Any other event that might have resulted in harm to a beneficiary or could have reasonably endangered 

the health, safety, or welfare of the beneficiary. 



In addition to submitting incident reports for the reportable incidents described above to the DHS PASSE Quality 

Assurance unit using the reporting form via secure e-mail, LCCS providers are to also forward a copy of each incident 

report to the client’s assigned PASSE. If the incident involves an employee of a PASSE HCBS provider and you are in 

network at multiple PASSEs, the incident shall be sent all.  

Incident reports involving unexpected occurrences involving actual or risk of death or serious physical or psychological 

injury to a beneficiary are considered sentinel events and will be investigated by the Department of Human Services. 

In addition to sentinel events, the Department of Human Services will also investigate if the network provider and/or 

network provider staff, is suspected to be at fault.  

All other incidents will be investigated by the appropriate PASSE.  

Reporting Timeframes 

A. Immediate Reporting   

LCCS shall report the following incidents to the DHS PASSE Quality Assurance unit emergency number (501) 371-1329 

within one (1) hour of occurrence, regardless of hour as well as the on call emergency number for the appropriate PASSE: 

•  A death not related to the natural course of the patient’s illness 

•  Serious physical or psychological injury to a beneficiary  
 

B. Incidents Involving Potential Publicity 

Incidents, regardless of category, that a LCCS should reasonably know might be of interest to the public and/or media shall 

immediately report to the DHS PASSE Quality Assurance unit and the appropriate PASSE.  

C. All Other Incident Reports 

Except as otherwise provided above in subsection A and B, all reportable incidents shall be reported to the DHS PASSE 

Quality Assurance unit, and the appropriate PASSE, using the automated PASSE HCSB Incident Report Form via secure e-

mail no later than two (2) days following the incident.  Any incident that occurs on a Friday is still considered timely if 

reported by the Monday immediately following. 

Required Incident Report Contents 

A. Initial Incident Report:  Each initial incident report filed by LCCS shall contain the following information: 
 

1.  Date of the incident  

2.  Detailed description of the accident/injury  

3.  Time of the incident 

4.  Location of incident 

5.  Persons involved in the incident  

6.  Other agencies contacted regarding incident, and the name of the individual in the agency that 

was contacted 

7.  Whether the guardian was notified of the incident and time of  

notification, 

 

8.  Whether the police were involved, and if so, a detailed description of their involvement 



9.  Any action taken by Provider or staff of Provider, both at the time of the incident and following the 

incident 

10.  Any expected follow-up  

11.  Name of person that prepared the report   

 

When applicable, LCCS shall notify the parent or legal guardian of the beneficiary any time an incident report is 

submitted. 

B. Follow-up Incident Reports:  Information that is not available at the time of the initial incident report filing shall be 
submitted in follow-up or final incident reports.  These reports should be submitted in the same manner as soon as 
the additional information becomes available.   

 

• The initial report should be resubmitted with the “follow-up” or “final” report areas checked and dated in the 
appropriate space on the incident report form.   

 

• The current date should precede the new information in the text/narrative sections to differentiate follow-up 
information from the information originally submitted. 

 

• A new PASSE Incident Report Form should be submitted for follow-up and final reports only when there is 
insufficient space on the original form.  Whenever a new form is submitted, the date of the original written 
report shall be included for cross-referencing. 

 

Mandated Reporters 

The Arkansas Child Maltreatment Act and the Arkansas Adult Maltreatment Act deem all staff of LCCS to be mandated 

reporters of any suspected adult or child abuse, neglect, exploitation, and maltreatment.  Failure on the part of a LCCS 

provider to properly report suspected abuse, neglect, exploitation, and maltreatment to the appropriate hotline is a 

violation of these minimum standards. 

 


