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Reporting an Incident

Purpose

@ This job aid covers how to report an incident as a provider via the Child Care
Licensing Bureau (CCLB) Provider Portal.
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Reporting an Incident via the CCLB Provider Portal

As a provider you can report an incident via the CCLB Provider Portal by following these
steps:

1. From the CCLB Provider Portal home page click on Incident/Investigations and select
Log an Incident.
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2. Read the instructions, select a Type of Report, Select Facility for Incident, and then
click on Next. For family or group home facilities you will proceed to Next as it is one
facility per account.
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Steps

© INSTRUCTIONS
ion of this form to the department is required by the following licensing rules:
lomes R 400.1962(4). Children Details
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Reporting an Incident via the CCLB Provider Portal

3. Now you will enter information about the child(ren) in care involved, fill out all necessary
fields and then click Next. If you need to add more than one, click the Add button.
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4. Enter Caregiver(s) /Other person(s) involved /Witness(es), fill out all necessary fields
and then click Next. If you need to add more than one, click the Add button.
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Reporting an Incident via the CCLB Provider Portal

5. Enter the incident details and then click Next. The actual time of the incident will need to
be recorded, after time is selected from the drop-down, you can make edits to reflect the

actual time the incident occurred.
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Steps
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© Incident Details

6. Enter person(s) notified (for example, parent, law enforcement), enter all details and click

on Next. The actual time of notification will need to be recorded, after time is selected from

the drop-down you can make edits to reflect the actual time the notification occurred.
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Reporting an Incident via the CCLB Provider Portal

7. Certify all the information you have provided is correct to the best of your knowledge,
check the box to confirm, and click on Submit.

Steps

@ INSTRUCTIONS
©  Children Details

Caregiver(s)/Other Person(s)
* By submitting this form electronicall, 1 certify that the information provided is complete and accurate to the best of my knowledge. Involved/Witness(es)

© Incident Details
©  Person Notified

© Confirmation

8. A list view will display with the incident(s) you have filed for your facility. To navigate back
to this list view under the incidents/investigations tab select My Incidents.
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Reporting an Incident via the CCLB Provider Portal

9. Clicking on the Case Number hyperlink will allow you to view additional information
about the incident.
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