PEER
Incident File
Management

Workflow and Follow-up



Life of an
Incident

* When afile is entered, it may be reviewed : :
by several file managers before it reaches the File Mange r'S review, add
Risk Manager for close fo[[ow-up, and Sign off

* File Managers can include the medical director,
HR personnel, DON, and other managers

* |nthe coming slides, we'll show how to
complete each of these steps

Risk Manager reviews and
closes file




Logging to PEER

FRIENDS
SERVICES
ALLIANCE
Step 1:
https://rl6.rlsolutions.com/PeaceChurch_Prod/Home
User Name: center/Client/Login.aspx
Password: Step 2:

Enter your Username and Password

Forgot password?

Step 3:
Click the blue "Login" button


https://rl6.rlsolutions.com/PeaceChurch_Prod/Homecenter/Client/Login.aspx
https://rl6.rlsolutions.com/PeaceChurch_Prod/Homecenter/Client/Login.aspx

4 Ways to
Locate
Events

Info Center

>@< Email Alert

A Alert View

Search



Info Center

Click on the Info Center Icon in the top left

S RLDATIX

info Center VIEW: FI ROWS System Views
5 O n These are preset views
that PEER provides.
] File 1D Event Date (mm-dd-, ¥ General Event Type First Name Last Name Within File Browse you
SYSTEM VIEWS 0] e e i e e will see all the files you
Fiis Bxowss 1 have scope to see
O 369944 08-06-2024 FALL JANE SMITH
Incomplete Flles ¥ 0 369924 08-02-2024 SKIN/TISSUE SNOW WHITE .
Personal Views
O 369921 08-01-2024 FALL SONIA WALSH .
~ PERSONAL VIEWS These are views that you
Flles to be signed off by me O 369930 08-01-2024 ELOPEMENT/WAN PETER PAN can create to help
1 . . : R : manage your files
O 369942 08-01-2024 ENVIRONMEN
O 369915 07-19-2024 FALL WHITS RABBIT FSA Ca'? help you create
these views or you can
O 369917 07-19-2024 FALL JANE SMITH create them yourself
File Tracker O 369912 07-18-2024 FALL JANE SMITH

O 369914 07-18-2024 FALL JANE SMITH



l I RL6 Alert System
Triggered: 05-17-2021

Te Suzanne Mesa

IMPORTANT ALERT
Suzanne, you are recenving this Alert because a new Risk Management file has been added/changed in the system
This Notification was generated on 05-17-2021 12:00:17

Below are the links to the files that triggered this Alert

File ID: 810

General Event Type
Patient ID/Documentation/Consent

Event Date
05-14-2021

Department
PICU South

Email Alert

If alerts have been set up, you will receive an email
when an event occurs that you need to manage

When you receive the alert, you'll need to click on the
file id number within the email to open the event file
in PEER

Alerts need to be set up by your system administrator



Alert View

$JRLDATIX Your alerts will also show within the Alerts tab in
()  Alert Notification Management PEER

o IEE B

F D Notification... Module Notification Date ¥ State If you Opt tO manage your ale rtS from here, you

Tasks SYSTEM VIEWS O Risk 05-06-2024 19:09:20 In-Prog " n

e - - . can "acknowledge" your alerts to
L isk 05-06-2024 12:17:21 ew

R s = . R ————( remove them from the "New Alerts" view and add

Nﬁ,,e InProgress Alerts (Viewed, but not O Risk 05-06-2024 10:23:51 New them to "Acknowled ge d Alerts" view.

™ ACHIomEged et O Risk 05-06-2024 01:09:19 New

folcers O Risk 05-05-2024 17:07:51 New

!ilo'm 2 o it il | In-system alerts can also be used as a back-up to
O Risk 05-05-2024 03:09:22 New . o . .

& - ensure that nothing is missed through email.

FIM LJ Risk 05-05-2024 02:08:04 New

a O Risk 05-04-2024 22:08:53 New

Flle Tracker



Search

File State

First Event Date Reported Event Severity Current Level of Care

File Name le 1D f Per ast Nam
B File Nar FilelD s lastName G2 Oy
FALL Event Severity Level 2-Temporary
(3699 369935 RESIDENT/CLIENT/MEMBER BLUETANG DORY 07-16-2024 inor Harm/Damage In-Progress
2699 369941 RESIDENT/CLIENT/MEMBER  FALL DUCK DAISY 07-17-2024 J
FALL Event Skilled
(369932) 369932 RESIDENT/CLIENT/MEMBER  FALL LIGHTYEAR BUZZ 07-15-2024 Nursing/Healthcare New
FALL Event Skilled
(369837) 369937 RESIDENT/CLIENT/MEMBER  FALL DOG SLINKY  07-18-2024 Nursing/Healthcare Incomplete
3 irsing/Healthcare  New

FALL Event SMITH JANE 07-18-2024

369914 RESIDENT/CLIENT/M

You can also search for events by typing a
search term into search bar

CLIENT/MEMBER
ENT/MEMBER FALL WALSH SONIA
FALL SMITH JANE

PEPPA

Files v | Risk v m More options

Saved Searches

Field Search

Or you can expand your search by clicking et
the blue "more options" link next to the —
search button for even more criteria!l



Ad d i n g FO llow_ u p Follow-up can be added by clicking the blue "Add Follow-

up" button in the upper left when you are in an event.

Dashboards Bookmarks « Help = Logged in as Linda Durbin «
L
(3) RLDATIX

D FALL Event Management Form - 369955

Info Center
® Work done on file
LT Review
F Sign-Off FRIENDS Event Date: 09-17-2024 Rep Severity: Severity Level 1-No Harm/Dz
- Person Information SERVICES Entered Date: 09-17-2024

ALLIANCE

Event Details

- ; Fields labeled with an asterisk(*) are required
Fall Specific Event Details

Searcn B General Event Type

Attachments

New Al . . .
Ml File Notifications
Classification of Person Affected % RESIDENT/CLIENT/MEMBER -
- Linked Files (0) »
Folders
Duplicate Files (0) 4 Current Level of Care % Independent/Residential Living -
Reports
\Was There An Injury? -
Alerts (0) L L *|no




New Work done on file Follow-up
Fields labeled with an aslerisk(”) are require

Follow-up: Work done
on file I

Enter the sub-type to explain what type of work you have
done, the date, your name, etc.

Click "Add"

=D A TASK, A FOLLOW-UP MUST BE DOCUMENTED DESCRIE

The new follow-up will now appear in the Follow-up List Lonciss

section on the event form.

Sub-Type Followup By
Investigation Linda Durbin

Followup To/With Date
09-23




Follow-up: Review

Enter the sub-type to explain what type of review you have
done, the date, your name, etc.

Click "Add"

The new review follow-up will now appear in the Follow-
up List section on the event form.

New Review Follow-up
Fields labeled with an astenisk(*) are required
General
Type Review
Sub-Type % Reviewed
Date % (09-23-2024
Followup By %k Linda Durbin

Followup To/With

Item Purchased

Detail

Form Letters: Please Select *opulate  Email Print  Download

-

Cancel

« | Followup List

IF YOU WERE ASSIGNED A TASK, A FOLLOW-UP MUST BE DOCUMENTED DESCRIBING COMPLETION OF THE
TASK.

Follow-ups
[ Type Sub-Type Followup By Followup To/With Date Description
[ Work done on file Investigation Linda Durbin 09-23-2024

O Review Reviewed Linda Durbin 09-23-2024




Sighing off on a
file

Select your sign-off, add the date, your name,
etc.

Click "Add"

The "sign-off" will now appear in the Follow-
up List section on the event form.

Sign-offs can be used to signal from one file
manager to the next that their piece of the
investigation is completed.

Sign-Off Follow-up

€led with an asterisk(*) are required

3y
fo/With

rs: Please Select

*

*

*

Sign-Off
- &
]
Sign off by ADON
Sign off by Care Coordinator
Sign off by C Suite (CEO/COQICFOQ)
Sign off by Director of Nursing
Sign off by HR
Sign off by Licensed Nurse
Sign off by Manager/Administrator/Director
Sign off by Medical Director

Sign off by NH Administrator
Sign off by on site Risk Manager B

Populate Email Print Download

Cancel




Closing a File

After the Investigation is complete, the file can
be closed in one of 2 ways

1. From the Info Center
o Check off the file(s) that you would like to close
o Click the "More" tab

o Select"Close" from available options

2. From the Event file
o Open thefile
o Click "More options"

o Select"Close"

v General £
99+
69954 6-2024 g
@
49942 09-13-2024 MOUSE too
“
@
I FleBrowse B8 [ mne MO oy
R
..... ™ TES ‘o
ssssss 20 TE ety L e
..... 20 RONMI N

= Followup List

IF YOU WERE ASSIGNED A TASK, A FOLLOW-UP MUST BE DOCUMENTED DESCRIBING COMPLETION OF THE
TASK

» Resolution/Qutcome



ClOSing a File-2 Choose File Status

File State Closed
Select Status | Resolved v |
Note: Associated duplicate files will also be closed

After you select close, the dialog box to
the right will appear.

Most files will be closed with a "Resolved"
status.

Once afile is closed, it will no longer
show in the views in the Info Center but
can still be found in "Search" and will still
be reflected in reports.

Cancel m



Marking a File as
Important or B

[ ] [ ) L) File ID Event Date (mm
Confidential from the 7] s -
369955 09-17-2024
ystem Admin 99+
I f C t j 369954 09-16-2024
n O en e r es for System A 43 —
LJ 369952 09-13-2024
Click the exclamation point to mark a file as Important Root Causen.. 44 U 209947 08-27-2024

Click the lock to mark a file as confidential es 43 M T, i
Specify the reason in the pop-up dialog box

Important:
* The reason you specify will only be available to you.
* Only High Level file managers and Risk Managers can SPECH Cioaasod SO e
mark a file as confidential — this will remove it from ) )

other user's views

cancel IR cancel  [IRLIM



Marking a File as Important or Confidential
from within the file

Step 1: Click on the "More Actions" tab
Step 2: Click to select "File Properties"

Step 3: Click to open the "Status/Ownership" tab
— check the box to "Mark as Important”

Or

Step 4: Click to Open the "Security" tab — check
the box for "File is Confidential"

Step 5: Specify Reason
Step 6: Click "Save"



Thank you!

If you have any
questions,
please feel free
to contact FSA
PEER Support
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