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REPORTING MEASURES

Reporting Abuse, Neglect, & Exploitation
In accordance with section 415.1034, F.S., the Provider or any employee of the Provider who knows, or has

reasonable cause to suspect, that an Individual who receives services from APD is being or has been abused,

neglected or exploited, will immediately report such knowledge or suspicion to the central abuse registry and

track ing sys tem  of the  Distr ict on  the s tatew ide to ll free teleph one  num ber (1 -800 -96A BUS E). T TY u sers  call

1-800-453-5145.  In addition, the Program Administrator and WSC will be notified and the procedures for reporting

an Incident will be followed.

The Provider will share responsibility and assist the District and others in the notification and resolution of the

following issues and concerns for, or on behalf of, each Individual served by the Provider and will notify the District

of an emergency or of an unusual occurrence or circumstance in accordance with District operating procedures or

protocols.  Notification of unusual occurrence or circumstance includes but is not limited to concerns about abuse,

neglect, or exploitation and reporting of abuse or any other reportable events.

Notification  to the Distric t of an em ergenc y or of an un usual oc curren ce or circ ums tance in a ccorda nce with

Distr ict operatin g pro cedures  or pro toco ls. Sa id not ificatio n of u nusual oc currence or c ircum stan ce inc ludes  but is

not limited to:

- concerns about abuse, neglect, or exploitation and reporting of abuse

- reportable events as defined in HRSR 215-6, Incident Reporting and Individual Risk Prevention

- HRSR 210-1, Review of Suspicious Child Deaths.

If you suspect abuse, call 1-800-96ABUSE (962-2873).

Reporting Rights Violations
All citizens of the United States have the sam e rights.  In addition, individuals with developmental disabilities have

additional, specified rights that are found in “The Bill of Rights of Persons Who Are Developmentally Disabled,

393.13 Treatm ent of persons with developm ental disabilities”.

All staff will review the Bill of Rights annually and ensure that the clients with whom they work know and

understand their rights.  Staff will review the Client Rights & Responsibilities and Staff Responsibilities

Quarterly and will ensure the chart is available to the client in his home.

Any suspicion or knowledge of a violation to an individual’s rights must be reported immediately to the Program

Administrator.  At that time it will become an Incident and the procedures for reporting incidents will be followed.

Reporting Incidents (new 08-12)

Anytim e an in cident occurs , you m ust re port it to  the P rogram  Adm inistra tor, the W SC,  and the D istrict .  For a ll

incidents , you mu st com plete the Inc ident Re port, con tact and s ubm it your report to th e Progr am A dmin istrator.  In

addition, a critical incident MUST be reported within 1 hour of becoming aware of the incident and a reporta ble

incident mu st be  repo rted w ithin 1  day.  T he Incident Re port m ust a lso be  subm itted to  the W SC.   In add ition, if

the inciden t is a me dication er ror, then you  mus t also com plete the M edication  Error R eport (M ER) an d subm it it to

the P rogram  Adm inistra tor wh o will then su bm it it to the  W SC a nd the Dis trict.  T he P rogram  Adm inistra tor will

maintain a log of each incident.  The Incident Report and the Medication Error Report forms are found on the APD

website.

Types of Incide nts: CRITIC AL (must be reported within 1 hour of becoming aware of the incident):  client death,

sexual m isconduct, m issing inco mp eten t child  or ad ult, clie nt arr est, m edia

REPORTABLE (must be reported within 1 day) altercation, client injury (more than first aid),  missing competent

adult, suicide attempt, hospitalization, medication errors.  In addition, any suspicion of abuse, neglect, or

exploitation  or susp icion or kn owledg e of a rights  violation will be trea ted as an  incident.

Types o f Med ication Erro rs (also an incident reportable on the MER): medication given to the wrong person,

wrong medication given, wrong dose of medication given, medication not given, newly prescribed order not started

within 24 hours, medication not given at the right time, medication refill not ordered timely (no doses missed ),
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family error, count on controlled medication not accurate, client refused medication, medication administration

record not accurately documented.

All clients will be taught the steps to take if they have a problem as indicated on the Abuse Reporting which will

be re viewe d and  signe d on Intak e and  Annually.  T he inf orm ation  is rev iewed Qu arter ly.

The steps for resolving problems, issues, concerns, grievances:

1. If the prob lem is b etween  you and you r room mate , friend, neigh bor, or oth er non-s taff pers on, try to

reso lve the  issue  yours elf.  Yo ur co ach  will ass ist you  with th is, if ne cessary.

2. If the problem concerns staff or your provider, then talk to the person to find a resolution.

3. If the problem cannot be reso lved, talk to the program adm inistrator.

4. Complete the Grievance Form, if the problem is not resolved.

5. If the problem is still not resolved, talk to your support coordinator.

6. If you feel your grievance still has not been resolved, complete the Grievance Form, give it to the Program

Administrator, and the ma tter will be turned over to the District at your request within 10 days.  You are

entitle d to have yo ur grie vanc e res ponded  to in w riting w ithin 30 days

Reporting Grievances
Anytime a grievance is made, you must report it to the Program Administrator.  For all grievances, you must

complete the Incident Report, contact and submit your report to the Program Administrator who will submit it to the

W SC an d the Dis trict.

Types of grievances include:  conflicts (between neighbors , roomm ates, family, etc) and complaints (about staff,

provider, etc).

Upo n initial a gree me nt for  serv ices  and a nnually the reaf ter, clie nt and fam ily, gua rdian  or gu ardia n adv oca te, if

applicable, will be given a Grievan ce Proce dures an d Ackno wledg ment F orm  and a Grievan ce Form  and

directions for completion.

The c lient will sign eac h time th ese pro cedure s are rev iewed at lea st annu ally.  Other individu als will be utilized to

prov ide as sista nce  to the  client  as a th ird pa rty, if ne cessary.

All sta ff will re ceive  trainin g in the  imp ortan ce of  the g rieva nce  proc ess  and the pr ocesses invo lved.  A ll

communication of procedural steps and responses will be in clear, understandable language to clients and will be

given both verbally and in writing.

Grievances will be directed to the Program Administrator (or assigned representative) who has problem-solving

authority in these matters.  The Program Administrator, or representative, will resolve the grievance within 30

days, note the resolution on the Grievan ce Form , sign an agreement with the client, and place a copy in a

perm anent Grievance Log.  The Grievance Log will be maintained as a permanent record of grievances

received from individuals who receive services.  This log will include date, name, nature of complaint, and

disposition.

If a grievance is not resolved within 30 days, the grievance will be forwarded to APD.

Staff will be re spons ible for ass isting each  client with rec ognizing an d reporting  abuse , neglect, ex ploitation, rights

violations, incidents, and grievances.  Staff will also be responsible for ensuring each client has a copy of the

Client Reporting Measures posted or available in his home.

I have read and understand the Reporting Measures Policy and agree to follow its dictates.

                                                                                                                                       

Staff Signature Date


