Family Health Team


Checklist for Medico-Legal Claims

	Date Received:                                    Received by:                                            Date of Incident:

	Nature of Claim

	Details: 



	Date Claim resolved:


	Name of Claimant?                                                           Name of Alleged Victim/Client:

MR # of Client (if applicable)                                           Dates named in claim:




Claim against FHT?     [ ] Yes      [ ] No

Claim against staff members?       [ ] Yes        [ ] No

	Name
	Occupation
	Program
	Discipline
	Ext
	Site

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Notification/Disposition:

	
	Yes
	No
	If “no” - reason
	Date

	Executive Director
	
	
	
	

	Insurer
	
	
	
	

	Legal Services
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Others:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Other Action Taken?

	


Claim Activity

	
	
	Date
	Initials

	1. Receipt of Claim
	· review to determine if FHT staff named

(note:  If “yes” – do not accept claim on their behalf;  attempt to determine their department and phone to pre-warn.  If physicians are named, they must be served.  It is the responsibility of the Court to deliver the Statement of Claim to the correct person.)


	
	

	2. Notify Insurer
	· complete insurer claim form and fax 

· obtain information re staff named in claim from Human Resources file

· obtain appointment/credentialing information

· obtain & review chart- complete summary of events

· send Adjusters a copy of the chart as soon as possible with the information about FHT staff/physicians named

	
	

	3.  Notify Health Records
	· the chart is to be designated as medico legal and set aside for protection

· the health record manager is in contact for medico-legal charts and should be notified in writing

· pages of the health record should be numbered and copied – two copies- one to CMPA via the lawyers if physicians are named

	
	

	4.  Notify FHT Staff
	· Managers

· Others – 
· e.g. program, individual staff, etc.

	
	

	5.  Notify Medical Director
	· Obtain information about physician named in claim including appointment papers CV and CMPA coverage for the period specified in the claim. Forward copies to the insurance company

· Keep copies on file in the Executive Director’s office


	
	

	6.   Establish a  file
	· Check the potential files to determine if a file has been set up.

If yes, move to Actual File. Check database regarding incident reports.

· Ensure all future correspondence is filed in the Actual file

· Update RM records and list of physicians named in each claim.
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