
 

Incident reporting 
 

 

 
This document is provided as guidance and is not a legal document. It does not override or replace the 
need to be familiar with rules. Current rules may be found on the DLBC website. 
 
Reportable incidents 
There are many incidents which could be considered reportable. Generally, if an incident presents a 
significant risk of, or actual, harm or danger to a child, it should be considered reportable. 
 
The following list provides examples of incidents which should be considered reportable: 

●​ There is an error in administering a medication (e.g. a medication dosage was missed, an incorrect 
medication was administered, etc.) 

●​ A child experiences an adverse reaction to a medication 
●​ A child experiences an allergic reaction 
●​ A child is missing or left unsupervised for any length of time 
●​ A function or part of a child’s body is lost, impaired, or disfigured 
●​ A child is subjected to abuse or neglect onsite 
●​ A child dies while in care 
●​ A child is involved in a medical emergency involving treatment beyond basic first aid 

 
Reporting procedures 
First assess if an incident appears to be life-threatening. Life-threatening incidents must be reported to 
emergency personnel (911) immediately. 
 
Parents of children involved in an incident must also be informed as soon as possible. If a child’s parents 
cannot be reached within a timely manner, emergency contacts listed on a child’s admission agreement 
may be contacted instead. 
 
After notifying the appropriate parties and addressing any immediate medical concerns children may 
have, an incident report must be completed. If an incident involves a child receiving medical attention 
(beyond basic first aid) or a child death, a critical incident report must also be completed. 
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Incident report 
Written incident reports should be as detailed as possible and include information such as: 

●​ The names of children involved 
●​ The state of supervision during the incident 
●​ The time and date the incident took place 
●​ A description of any injuries incurred 
●​ A description of any first aid administered and follow up steps taken 

 
Incident reports must be signed by any caregivers involved (e.g. those supervising the children), the 
person responsible for the program at the time the incident took place (e.g. the provider or director), and 
the parent or person picking the child up. 
 
The purpose of staff signing an incident report is to attest the information represented in the report is 
accurate. The parent’s signature is used to confirm they reviewed and received a copy of the report. 
 
Parents must be given an incident report for each incident which involves their child. Programs must also 
keep a copy of each incident report for their own records. 
 
In the circumstance where a parent or caregiver refuses, or is unavailable, to accept or sign an incident 
report, an explanation should be noted on the report (e.g. the caregiver involved was unable to sign the 
report due to receiving medical treatment following the incident). 
 
Critical incident report 
Submitting a critical incident report is required when an incident involves a child receiving medical 
attention or child death. 
 
Critical incident reports must be submitted to the Office of Licensing (OL) within 1 business day of the 
incident taking place. 
 
Critical incident reports must be submitted through the DLBC provider portal. After logging into the 
provider portal, follow these steps to complete a critical incident report: 

1.​ Select the facility where the incident took place. If you have access to multiple programs, select the 
correct program when logging in to the provider portal. If you are already logged in, you can select 
between different programs using the drop-down menu at the top of the page. 

2.​ Select the “Injury, Death & Critical Incident Report” tab under the provider menu, then select the 
button labeled “New Report”.​
 

Incident reporting  |  July, 2025​ 2 

http://provider.dlbc.utah.gov


​
 

NOTE: The information highlighted in the image below does not apply to child care programs 
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3.​ Fill all required fields with accurate and detailed information. If there is certain information you 
don’t have within the timeframe you are required to submit the report, note this in the description 
of the incident field along with when you estimate you will have additional information. 

 

 
 

4.​ Verify all information entered is accurate and select “Submit” at the bottom of the report. 
 

Incident reporting  |  July, 2025​ 4 



 

Incident reporting  |  July, 2025​ 5 


	Incident reporting 

