MULTNOMAH COUNTY, OREGON

ADMINISTRATIVE PROCEDURE

RSK-18

SUBJECT:


Incident Reporting (Non-Employee, Non-Automobile, Involving Members of the Public)

PURPOSE:


To describe the procedure for reporting all non-automobile incidents involving members of the public.  

ORGANIZATION



RESPONSIBLE:

Department of County Management/Risk Management Property & Liability Program


DATE:



September 2006 

ORGANIZATIONS

AFFECTED:


All Departments/Offices


LEGAL CITATION/

REFERENCE:

None

I.
PROCEDURE DESCRIPTION


A.
General



a.  This procedure is applicable to all Departments/Offices.  

b. This procedure also applies to all elected officials, and volunteers working for Multnomah County.

c. The Incident Notice Form RSK-18 is available on the MINT, under the “Administrative Procedures” Section.  

d. This form is used to document all incidents (non-employee, non-automobile) involving members of the public.
e. 

B.
Background


It is important to document all non-automobile incidents involving members of the public and to have this information readily available if needed.










II.
RESPONSIBILITIES


A.
Department/Office

a. Ensure that the Incident Notice Form RSK-18 (Non-Employee, Non-Automobile) is completed as soon as possible after the incident and forwarded to the Risk Management Property & Liability Program, with copies to the appropriate department managers.
b.  

a. 
b. 
c. 

B.
Risk Management/Property & Liability Program
a. Assist departments with incident report preparation;
b. Log and maintain a record of all reports;
c. Follow-up on incidents as necessary.
d. 



e. 
III. IMPLEMENTATION AND INTERPRETATION

Any questions relative to the intent or application of this procedure are to be directed to the Risk Management Property & Liability Program, which is responsible for interpreting and implementing this procedure. 
