MANAGEMENT OF ACTUAL OR POTENTIAL 
LIABILITY CLAIM(S) DATA POLICY
Effective Date: February 2014
Policy:  To manage and protect documents and records that may be later needed in an actual or potential liability claim.
Policy Specifications:  
1. The Administrator is responsible for immediately informing the consulting company’s regional representative of an actual or potential liability claim. This includes requests by individuals not employed by the facility and any person/government agency who requests copies of records and documents.

2. Once the potential or actual claim is known, the Administrator shall:

a. Secure all records and documents pertaining to the claim.

b. Review and secure all pertinent incident and investigation reports.
            c.
Organize data in chronological order for review and findings.


d.
Establish log of each individual who reviews the documents which includes:

3.  
The Administrator shall make every effort to comply with insurance adjusters’ requests in 

the event the claim is activated.
