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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS
SUBJECT:  Critical Incidents

SCOPE:  This policy applies to all SHA Employees.

POLICY:   All SHA Employees are required to report and document incidents that occur on SHA properties that involve property damage, injury or death, and harmful or dangerous situations which could have serious consequences (hereinafter “critical incidents”).  A “Critical incident” includes; but is not limited to, fires, shootings, suicides, abuse, threats or physical harm involving Housing Authority staff, applicants, tenants, family members or guests, Section 8 participants or owners, and neighbors of SHA properties.


Critical Incidents (examples):
The following list provides examples of critical incidents which must be reported.  This list is for illustrative purposes only and is not meant to limit the scope of the critical incidents which must be reported.

	Arrest on SHA property
	Fire/Arson
	Threats of physical harm

	Assault
	Homicide
	Vandalism

	Behavior (harassing)
	Injury
	Vehicle accident/injury

	Bomb/Explosion
	Property damage
	Verbal or physical abuse

	Break-in (SHA office/facility)
	Sexual Assault
	Vicious dog or other animal

	Death
	Shooting/Drive by
	Weapons/discharging a firearm

	Drugs/Alcohol
	Structural damage
	Weapons in the work site

	Environmental spills/leaks
	Suicide/suicide threats
	


PROCEDURES:

RESPONSIBILITY:  Employees are responsible for reporting to their supervisor or others in the chain of command, and documenting critical incidents.

Supervisors who have been notified of a critical incident are responsible for ensuring the proper documentation is completed and submitted by staff.  Depending on the severity of the critical incident, ensure appropriate others in the agency are notified, such as Director, Public Relations, Risk Management, Office of General Counsel, Executive Office.

The Director of Housing Operations or designee is responsible for maintaining the Critical Incident Log located on the R Drive.

A.
Reporting Critical Incidents:

1.
When there is an immediate risk of injury or property damage, employees should take the following steps:

a. Remove themselves from the situation.  Employees should not enter nor remain in a resident’s unit when circumstances indicate a potential health or safety hazard.

b. Call 9-1-1 and request police, fire or medical assistance;

c. Call their supervisor  immediately, but personal risk must be taken care of first;

d. Complete a Critical Incident Report SHA-1106 (exhibit 1); and

e. Complete any other appropriate forms (see B.3. below) and submit to the supervisor by the next business day.

2. When an employee has been assaulted or threatened, employees should take the following steps:

a.
Call 9-1-1 and request police and medical assistance, if necessary;

b.
Call their supervisor immediately, but personal risk must be taken care of first;

c.
Complete a Critical Incident Report SHA- 1106 (exhibit 1); and

d.
Complete any other appropriate forms (see B.3. below) ) and submit to the supervisor by the next business day.

3. When other critical incidents occur, employees should take the following steps:

a. For field staff, record the incident in the Building’s Log Book, including date, time, and details of the incident.

b. If the incident involves property damage, injury or death, or police activity, notify their supervisor immediately, or others in the chain of command.

c. Complete a Critical Incident Report SHA-1106; and

d. Completed any other appropriate forms and submit to the supervisor by the next business day.

B.
Routing Critical Incident Reports
1. Supervisors who are notified that an employee under their direct supervision has been assaulted or threatened shall immediately assess whether the employee involved should continue to work in the area and immediately notify the Director and other departments as appropriate.

2. The supervisor shall review the report, note any actions taken and forward to the Property Management Administrator as well as to the Director or other departments, such as Risk Management, Office of General Counsel, Public Relations, as appropriate.

3. A copy of the Critical Incident Report shall be kept in the file of the resident(s) involved. The Critical Incident Report shall be entered on the R Drive “Critical Incident Log” .  Reports are logged by month the incident occurred and by portfolio.  This document is maintained by the Director of Housing Operations or designee.
4. Reports that may need to be completed in addition to the Critical Incident Report include:

a.
Safety and Health Incident Report, SHA-22

b. Incident / Injury Report Non-Employee

c. Report of a Vehicle Accident, SHA- SHA-372 (paper copy only, available from Risk Control Manager)

d. Report of Loss Due to Fire or Catastrophe, SHA-19

Rescinds 2/8/95 in its entirety. Clarification of policy and procedures.


