
Hamilton Health Sciences Staff Safety Occurrence Reporting 

& Investigation (Internal Process – Current State)

Safety Occurrence Report (SOR) is filed & received by 

Manager Medical Affairs. Staff notifies Manager and 

Supervising Physician

Manager Medical Affairs reviews 

SOR, submits/closes SOR with 

actions to be taken

Incident is documented in 

confidential database and 

reviewed monthly by Director 

Medical Education & Medical 

Affairs  

Director Medical 

Education reviews 

SOR

 Director Medical Education 

shares SOR with PGME/

Program Director to inform 

University partners

Manager sends SOR to 

Director Medical Education 

for further action

Director Medical 

Education to report to 

PGME annually

SOR Event Types:

 Employee injury or illness

 Near miss

 Hazard

 Harassment 

SOR Risk Levels:

 Level 1 (very low risk) – Infrequent activity that 

has or could require First Aid ***Follow-up 

documented within 10 days

 Level 2 (low risk) – Frequent or regular activity 

that has or could require First Aid ***Follow-up 

documented within 10 days

 Level 3 (medium risk) – Infrequent activity that 

has or could require more than First Aid 

***Follow-up documented within 3 days

 Level 4 (medium-high risk) – Regular activity that 

has or could require more than First Aid 

***Follow-up documented within 3 days

 Level 5 (high risk) – Infrequent activity that has 

caused or could result in permanent injury or 

death ***Immediate follow-up required

 Level 6 (very high risk) – Frequent or regular 

activity that has caused or could result in 

permanent injury or death ***Immediate follow-up 

required

Critical 

Injury

Provide the 

required health 

care for injured 

staff

Secure the area of injury 

and do not clean the 

area

Notify the unit Manager 

and Supervising 

Physician to contact the 

Safety Specialist (0800-

2400) or the Director on-

call (2400-0800)

Unit Manager will lead 

investigation of critical 

injury supported by Safety 

Specialist/on-call Director



Hamilton Health Sciences Violence/Harassment Reporting 

(Internal Process – Current State)

Resident reports violence/harassment while at HHS

High risk

An emergency teleconference is held (within 24 

hours) with Executive VP, Manager of Medical 

Affairs, Director of Medical Education, Program 

Director, Chief of Interprofessional Practice, HR, 

HHS Legal Counsel, Security, etc. 

Leader meets with victim who filed complaint 

and assess level of risk. Report is either 

immediately resolved/closed or an investigation 

is required

Medium 

risk

A course of action is developed with a safety 

plan, coaching and other supports as needed

An SOR and formal investigation 

report is completed

The report is resolved 

and closed

An investigation is completed with the Manager of 

Medical Affairs, Director of Medical Education, Chief 

of Interprofessional Practice, HR, Security, etc. 

The Manager of Medical Affairs, Director of Medical 

Education and HR develop a course of action with a 

safety plan, coaching and other supports as needed

Provide disclosure and feedback to 

victim with appropriate support

Provide disclosure and feedback to 

victim with appropriate support

An SOR is completed

The report is resolved 

and closed

Workplace Violence and 

Harassment Stages of 

Response:

 Stage 1 (low risk) – Self-

directed resolution 

 Stage 2 (medium risk) – 

Informal resolution 

 Stage 3 (high risk) – 

Formal investigation 



Patient/Family Compliments or Concerns Involving Postgraduate 

Medicine Learners (Internal Process – Current State)

Patient Experience Office (PEO) receives & 

processes compliment/concern from patient or family

If resident is identified in 

compliment or concern, PEO 

shares report with Director of 

Medical Education 

Incident is 

documented in 

confidential database 

and reviewed annually 

by Director Medical 

Education & Medical 

Affairs  

Compliment or 

Concern?

 Director Medical Education 

shares compliment with resident & 

Program Director/PGME

Director of 

Medical 

Education 

reviews report

Director of 

Medical Education 

reviews report 

with internal 

stakeholders

If necessary, Director 

of Medical Education 

reviews concern with 

resident*

*PARO/HR/PGME 

Program Director 

involved as required

Director of Medical 

Education reports to 

PGME annually

Director of Medical Education 

updates internal stakeholders & 

database with outcome

Compliment Concern

Internal process under review with PFP Committee
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