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Attachment 1

Reports

1.
Incident Report.  The Incident Report is used to record the occurrence of a specific incident or event (Please see Attachment 1).  Whether the incident report will be sent to VHA/VACO will depend on its nature and circumstances and, ultimately, will be the decision of the Medical Center Director.  At a minimum, however, the following incidents or circumstances will require the submission of an Incident Report to the Office of the Assistant Deputy Under Secretary for Health (10N).  Copies of the report will be sent to the applicable VISN office as well as the VHA/EMSHG EOC. 

OUTLOOK Address:  VHA EMSHG OPERATIONS; Fax: 304.264.4810

· Any event resulting in Medical Center operational status being reported as either “Red” or “Black.”

· Any terrorist attack on the Medical Center or occurring within the Medical Center’s cachement area, regardless of the extent or the consequences from the attack.

· Patient or workplace violence resulting in death or injury to patient or staff member.

· Events that may result in adverse publicity for the Medical Center in particular or VA in general.


Required reporting of an incident will occur within three hours of its occurrence. 

2.
Situation Report (SITREP).  The Incident Report is generally a “one time” report.  If follow-up reporting is required (i.e., the incident was not “closed” at the time it was reported) subsequent updates will be provided via a SITREP (Please see Attachment 2).  SITREPS are normally provided on a daily basis, but more frequent reporting may be necessary depending upon the event or requested by higher headquarters.        

3.
Operating Status Checklist and Report (OSCAR).  The OSCAR is an internal tool and report that is intended to be used in the EOC/Command Post to track operational status of the medical center -- post event (Please see Attachment 3).  The checklist may be modified as necessary to meet local requirements.  Its intent is to provide a quick assessment tool for tracking and determining facility status, while also providing a source for essential management information that may be requested by the local VAMC Director, VISN Director, or VACO.

4.
After-Action Report (AAR).  After-Action Reports will be accomplished after any incident that resulted in activation of the Emergency Operations Plan, or any exercise of the plan).  After-action reports are internal to the organization but will be maintained for review by external offices and agencies (Please see Attachment 4 for sample format).
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