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	State of Tennessee

Department of Children’s Services 

	Administrative Policies and Procedures: 20.23                          NEW DRAFT


	Subject:
	DCS Confidential Safety Reporting System

	Approval:
	                                        ,Commissioner 
	Approved Date:

	Authority:
	TCA: 37-1-105 (3), 37-5-106(a); Public Chapter NO. 21 

	Standards:
	COA: PA-CR2, PA-ICHH 1.04 DCS Practice Standards: 5-101

	Application:
	To All Department of Children’s Services employees 

	Policy Statement:

	The Tennessee Department of Children's Services (DCS) will maintain a Confidential Safety Reporting System (CSRS) to identify opportunities to improve the child welfare system, the safety of the individuals the department serves and the safety of DCS employees.

	Purpose:

	The CSRS allows DCS employees to confidentially report any event that could have compromised the safety of those served by the department and/or the safety of the department's employees but did not. Reports into the CSRS assist DCS in learning and improving factors affecting the safety of those served by DCS and DCS employees. 

	Procedures:

	A.
Right to Confidentiality of Reporter’s Identity

	1. DCS maintains a safety reporting system where the department’s employees may report information regarding the safety of those served by the department and the safety of the department’s employees. The identity of any individual who reports to or participates in the reporting system will: 
a) Be sealed from inspection by the public of any other entity or individual who is otherwise provided access to the department’s confidential records under this title; 
b) Not be subject to discovery or introduction into evidence in any civil proceeding; 
c) Be disclosed only as necessary to carry out the purposes of the reporting system. 
2. Any criminal act reported into the reporting system is disclosed by the department to the appropriate Law Enforcement agency or District Attorney.


	B. Completing a CSRS Report
	1. The CSRS allows any DCS employee to make a report about an event or condition which could have negatively impacted the safety of DCS employee(s) or those served by the department, but did not.

2. Any DCS employee may report a safety concern at any time by accessing the CSRS on the DCS Intranet homepage.  The reporter completes all sections of the CSRS form and submits the report into the CSRS database. Sections include the following:
a) Acknowledgement of applicable state laws regarding the CSRS. The reporter must identify if the report is regarding child abuse or neglect and/or an illegal act. If either answer is “yes,” the reporter is guided out of the CSRS and directed to contact the proper entities (i.e. Child Abuse Hotline or Law Enforcement). 

b) Reporter specific information, including: 
· Identity,
· Contact information, 
· Job specifics.
c)  Incident-specific information, including:
· A narrative summary of the event or incident,
· The employee’s stress level at the time of incident, 

· The consecutive number of hours worked prior to the event.

	C.
CSRS Report Processing Procedures

	1. The Division of Safety Analysis is responsible for monitoring the CSRS for new reports each business day. Reports are screened out and appropriately referred (as needed) under the following conditions:

a) Any report of criminal activity or child abuse or neglect,
b) Incomplete information (e.g. no contact information, no description of incident, etc.).
2. The CSRS web application is maintained by Vanderbilt Center of Excellence (COE) via REDCap.
3. The Division of Safety Analysis confidentially maintains the reporter’s identity by limiting access to the CSRS and not revealing any reporter names in safety notices, quarterly reports, etc. The Division of Safety Analysis is the only entity allowed to access a reporter’s identifying information.

· Confidentiality will not be maintained if the report contains information of a criminal action. Such reports are forwarded to Law Enforcement or the appropriate District Attorney.
2. All reports are assigned to a Safety Analyst for a review based on Grand Region. Below are the four Grand Regions: 
a) Grand West, includes: Shelby, Southwest and Northwest regions, 

b) Grand Middle, includes: Davidson, South Central and Mid-Cumberland regions,
c) Grand Plateau, includes: Upper Cumberland, East and Tennessee Valley regions,
d) Grand East, includes: Knox, Smoky Mountain and Northeast regions.

2. The Safety Analyst attempts to contact the reporter using the contact information provided.
3. Reports are reviewed for any immediate safety concerns and then analyzed for data collection and quality improvement.
· Any safety concerns presenting immediate risk of harm for a child or DCS employee will result in immediate effort to contact the reporter and address the immediate safety concern(s).
4. The safety analyst enters a narrative into Redcap describing the incident, any known influencing factors and a summary of communications with the reporter. Preliminary findings and considerations for safety improvement are included in this narrative as well.
5. Each CSRS report is assessed for systemic, safety-related factors (e.g., production pressures, stress, supervision concerns, service array) through the use of the Systems Analysis Tool.
6. CSRS Reports are reviewed and closed within five (5) business days of submission. 

	D.
Data Aggregation and Recommendations 

	1. Based on identified areas of concern, safety notices are developed and forwarded to the appropriate position of authority within DCS (e.g., Commissioner, Deputy Commissioner, Director, Regional Administrator, Quality Practice Team, etc.).
a) “Appropriate position of authority” is decided by the Division of Safety Analysis based on the prevalence (e.g. regional or statewide) and significance of the identified concerns.

b) Safety Notices include the following:

· A summary of the types of safety-related reports being made to the CSRS,
· A summary of significant systemic, safety-related factors as identified from the Systems Analysis Tool,
· Considerations regarding remediation of these identified safety concerns.
2. The Division of Safety Analysis meet quarterly to aggregate safety-related data from the CSRS and develop considerations for county, regional and statewide improvements to the DCS system, which may include: 

a) Enhancements to existing workflows,
b) Processes, 
c) Policies,
d) Teamwork, and
e) Communication. 

3. Quarterly considerations are sent to the Central Office Safety Action Group (COSAG).

4. The COSAG meet quarterly and include the following representatives: 

a) Deputy Commissioner of Child Health,
b) Deputy Commissioner of Child Programs,
c) Deputy Commission of Child Safety,
d) Director of Safety Analysis,
e) Director of Policy and Continuous Quality Improvement.
5. Considerations are either approved or left in surveillance. Approved considerations are considered formal recommendations. 

a) If considerations are approved as recommendations, tracking and implementation will be completed by the Director of Policy and Continuous Quality Improvement as outlined in the CQI Program Manual. 
b) If considerations are left in surveillance, they will be directed back to the quarterly statewide Systems Analysis meeting for additional support or dissolution. 


	Forms:
	None


	Collateral documents:
	None
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