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Housekeeping 

• Introduction of Webinar Format

• Participation and using the ? feature  

• Proof of Continuing Professional 
Development Units will be emailed for those 
who actively participated in the Webinar 

• Question and Answer

• Any questions/concerns/comments, following 
the webinar, should be directed to the MUI 
Department at 614-995-3810
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Why are UI Logs Important?

• UI logs will help you identify Trends and 
Patterns that need to be addressed to 
ensure the Health and Welfare of those you 
serve.

• It is required that all Providers complete 
monthly UI logs.

• The County Board is required to complete a 
representative sample review at least 
quarterly. 

• DODD will review UI logs during 
compliance reviews.

• There is a new emphasis on Unusual 
Incident Investigations with revised rule 
which went into effect 9/3/13. 



Rule References 

O.A.C. 5123-3-17-02(M)(8) Each 

agency provider and independent 

provider shall maintain a log of all 

unusual incidents. The log shall 

include, but is not limited to, the 

name of the individual, a brief 

description of the unusual incident, 

any injuries, time, date, location, and 

preventive measures.



Rule References 

O.A.C 5123:2-17-02(N)(1) The county board 

shall review, on at least a quarterly basis, a 

representative sample of provider logs, 

including logs where the county board is a 

provider, to ensure that major unusual incidents 

have been reported, preventive measures have 

been implemented, and that trends and 

patterns have been identified and addressed in 

accordance with this rule. The sample shall be 

made available to the department for review 

upon request.



Rule References 

O.A.C. 5123:2-17-02(N)(2) When the county 
board is a provider, the department shall 
review, on a monthly basis, a 
representative sample of county board logs 
to ensure that major unusual incidents have 
been reported, preventive measures have 
been implemented, and that trends and 
patterns have been identified and addressed 
in accordance with this rule. The county 
board shall submit the specified logs to the 
department upon request.



Oversight by the 

Department
O.A.C. 5123:2-17-02(N)(3) The department 

shall conduct reviews of county boards and 

providers as necessary to ensure the health 

and welfare of individuals and compliance 

with this rule. Failure to comply with this rule 

may be considered by the department in any 

regulatory capacity, including certification, 

licensure, and accreditation.



UI Log Sample 



Link to UI Log:

http://dodd.ohio.gov/healthandsafety/Documents/UNUSUAL%20INCI

DENT%20REPORT%20LOG%20pdf%208%2029%2013.pdf

UI Log Sample 

http://dodd.ohio.gov/healthandsafety/Documents/UNUSUAL INCIDENT REPORT LOG pdf 8 29 13.pdf


Common Mistakes 

• No documentation of County Board’s 
review of log

• Not asking additional questions to rule out 
MUIs

• Not addressing when a provider does not 
submit their logs

• No system to track incoming logs and 
action items 

• Not identifying patterns and trends 



What are you looking for

when you do a Provider Log 

Review?



Clues of a Good UI Log 

System 
• A well organized system for the 

tracking unusual incidents

• The provider and CB program 

submitted logs as requested

• There is a clear indication of who 

completed the log review 

• The date of the review is 

documented



Clues of a Good UI Log 

System 
• Logs contain the following required 

elements 

Name of the individual

A brief description of the unusual incident

Any injuries

Time 

Date 

Location 

Preventive measures

Best Practice-Immediate Actions, Causes and  

Contributing Factors and Staff Involved



• Their log includes good immediate 

actions such as medical 

assessments, protections for 

individuals, etc. 

• There are no blank sections

• “Unknown” is rarely used 

• Prevention Plans are specific and 

address the cause and contributing 

factors.

Clues of a Good UI Log 

System



• The Prevention Plan section doesn’t say “Continue to 

Monitor” or “Follow the Plan”

• Is mindful of person’s needs and diagnosis and 

doesn’t use phrases like “Remind Suzy to be careful” 

or “Redirect as needed”

• Prevention plan is not generic such as “Medical Follow 

up, Safety Reminder, Staff to monitor” 

• There is no evidence of unreported MUIs 

• Log contains enough detail to tell the story of what 

happened 

• Any patterns are clearly identified and have action 

steps. 

Clues of a Good UI Log 

System



What is a UI Trend?

A trend is considered 

three of the same or 

similar incidents in a 

week or five in a 

month or anything 

that the team 

identifies as a 

pattern or trend for 

that person. 



UI Trend Examples 

Examples of UI Trends- Falls, Peer/Peer Acts, 
Medication Errors which includes missed meds, 
Finding meds on the floor, Unknown Injuries, 
Rights Violations, UBS

Scenario – Two Individuals live in IO Waiver 
Home together for 8 years. A new Individual 
with a diagnosis of Autism moves into the 
home. He has always lived with his mom. New 
Individual, while adjusting, will run through the 
house hitting peers and staff on their arms. The 
individual slapped his peers on the arms 6 
times in the month of July.  



Test Your Knowledge

1. The county board shall review a 

representative sample of provider logs, 

including logs where the county board is 

a provider, at least 

a. Weekly 

b. Monthly

c. Quarterly

d. Annually 



Test Your Knowledge

2. The department shall review a 

representative sample of county 

board  

logs

a. Weekly

b. Monthly

c. Quarterly

d. Annually 



Test Your Knowledge

3. A common mistake CB make:

a. They don’t document their reviews of UI Logs

b. They don’t have a system to document their 

follow up with providers

c. They don’t describe how the UI/MUI 

determination was made

d.   They don’t give themselves enough  

credit for what they have done

e.   All of  the above   



Test Your Knowledge

4. An example of an unreported MUI in a UI log 
might be…

a. Jimmy fell while walking to lunch. He was checked by 
nurse       and had no injuries. He was walking 
besides his instructor at the time of his fall as his plan 
states.

b. Taylor was in the bathroom and fell. She hit her 

head on the bath tub causing a large cut above 

her right eye. Staff was with her at time but 

forgot to place Taylor’s gait belt on her while doing 

hygiene tasks which Taylor needs per her ISP. 

c. Sam came to work and had no lunch. His home was 

called and dropped it off before lunch. 



Test Your Knowledge

5. An independent provider is required to   

complete a UI log each month?

a. True

b. False 



Example of Good UI Log 



Example of Good UI Log 



Example of a Good UI Log 



Example of a Good UI Log 



Example of a Good UI Log 



Examples of a Good UI Log



Frequently Asked Questions 

1. How should a provider document when they do not 

have

any UIs that month? We recommend documenting 

on UI Log

that there were no UIs that month. 

2. Is every County Board site required to keep a log? 

Yes. Please

note this includes Transportation.

3. Is the provider required to keep a UI log if they are 



What have we learned from the 

Department’s Review of Logs? 

• Often the County Board has taken action 

but it is not always documented

• Providers want to do a good job but may 

need some assistance

• Providers working in multiple counties are 

sometimes confused about the 

expectations as they differ from County 

Board to County Board 



Department Examples of 

Reviews of UI Logs 

Log: John Smith– 5/21/14 – “Individual punched by a peer and had a bloody nose”

Review: Not enough information. Could not tell from Log if an MUI was filed. ITS 

was checked and MUI (xxxx-xxx-xxxx) was filed for Peer to Peer.

Log: Jimmy Johns -7/20/14 – “Individual made an allegation of abuse against staff” 

Review: Not enough information . Could not tell from Log if an MUI was filed. ITS 

was checked and MUI (xxxx-xxx-xxxx) was filed for Alleged Physical Abuse.

Log: Jonathon Thomas -4/12/14- “Individual was eating food in one bite and 

choked.  Diet was a not a cause and contributing factor”

Review: Asked the following question-How was neglect ruled out?(was diet, 

supervision and other needs met?)

Log: Dom Williams-5/26/14- “Individual was bit by peer at work. Bite broke skin.”  

Review: There was no indication of medical evaluation or treatment. What 

immediate actions were taken?



Examples of CB and COG 

Systems 



Sample UI Log Review 

Process-1 
1. Maintain an  active provider list which is color coded for 

each quarters request to make sure all providers receive 

at least one request per year. If the provider usually has 

logging issues or clarifications needed, I will request 

theirs more often.

2. Send the UI Log Request Letter. Change the dates as 

needed, put this onto letter head and send it out as pdf. 

3. Attach the UI Log from the DODD site as an example for 

providers



Sample 

UI Log 

Request 

Letter 

Courtesy of Warren County Board of DD



Sample UI Log Review 

Process-1
4.  If no response is received by the due date, forward 

the original email requesting a response within 2 

weeks. If still no response, track it during semi-annual 

and annual report time and a special review is often 

initiated if they also do not submit their semi-annual 
and/or

annual MUI review.

5.  When the logs are received, give them to the IA’s to

review and they complete a “clarification request” if 
there 

are questions or if a trend/pattern is found. If there are 
no 

clarifications needed, I complete the attached “no   

clarification” form and keep with the logs.Courtesy of Warren County Board of DD



Sample 

Clarificati

on 

Request 

Courtesy of Warren County Board of DD



Sample No 

Clarificatio

n

Letter 

Courtesy of Warren County Board of DD



Sample UI Log Review 

Process-1
6. Follow up until the clarification request is responded to

no matter what. Typically: there are usually no issues 

with getting a response to those though.

7. Track all county board UI’s. 

8. Monthly, the IA’s, our director, and nursing supervisor 
meet to review trends and patterns for UI’s within the 
CB and ALL MUI’s. 

9. Send SSA’s and ICF’s a letter if any trends and 
patterns are found at that meeting and ask that they 
add it to the ISP

Courtesy of Warren County Board of DD



Sample 

Patterns 

and Trends 

Letter 

Courtesy of Warren County Board of DD



Sample UI Log Review 

Process-2 
1. Maintain database of all providers and include months per 

year

2. Select random sample of providers for a specific time 

period

3. Document the date you requested logs from each 

provider

4. Notify provider by email or letter that they need to  submit 

logs by certain deadline. Document the date you received 

logs and date you reviewed.

5. In your data base, describe any questions you asked of 

provider with due dates and action steps. Include if you 

consulted with the MUI office.



Sample UI Log Review 

Process-2 
6. If MUI was filed as a result, include the MUI # in your 

documentation.

7. Document any patterns and trends identified and what 

is being done to address

8. If you have concerns with a Providers Logs, you should 

request additional months or put them back on the 

calendar for review at determined frequency.

9. Consult with Department if a provider has not provided 

logs despite documented attempts. 



COG

Sampl

e

Letter 

to 

Reque

st UI 

Logs 

To: Provider 

From:

Date: 5/12/14 (2nd Request) and 4/29/14 (1st Request)

Re: Unusual Incident Logs

The __________COG, on behalf of the __________________of Developmental Disabilities, is sending this 

Unusual Incident Log request to you.  

The Ohio Department of Developmental Disabilities rule, Addressing Major Unusual Incidents and Unusual 

Incidents to Ensure Health, Welfare, and Continuous Quality Improvement Process, or MUI rule, requires that 

the county board review a representative sample of provider unusual incident logs on a quarterly basis, at a 

minimum.  As noted in the Ohio Administrative Code 5123:2-17-02 (N), the purpose of this review is to “ensure 

that major unusual incidents have been reported, preventive measures have been implemented, and that 

trends and patterns have been identified and addressed in accordance with this rule.”  This requirement 

pertains to all agency providers, independent providers, and county board programs that are providers. 

Per the rule, specific elements must be included in the unusual incident log.  Those elements are:

The name of the individual

A brief description of the unusual incident

Notation of any injuries

Time, date and location of incident

Preventive measures

Cause and contributing factors

Additionally, you have the option to include any other information you may find helpful in the unusual incident 

log.  The department’s website has an unusual incident log sample in the “Health and Safety Toolkit Section.”    

Please go to http://dodd.ohio.gov to view the sample.  

We are writing to request a copy of your unusual incident log(s) for FEBRUARY 2014 the event there were 

no incidents for the requested month, you will still need to submit your unusual incident log form and 

indicate that no incidents occurred during the requested month. Please submit the log(s) for all of the 

individuals you serve within the county and all of the locations you operate within the county by 5/26/14 to email 

address.

If you have questions regarding unusual incident log submission, please send your questions to email address.  

Thank you for your time and efforts! Courtesy of MEORC 

http://dodd.ohio.gov/


Sample UI Log Review 

Process-3 
NCAA Model  

Divide providers into divisions – Division I, Division I-a, 

Division II, Division II-a, etc.  

Providers were placed into a division based on 2 criteria:  

• The number of consumers they served 

• Past performance

• So, for example, large agencies with 50 or more consumers were 

Division I, Division II providers served 25 – 50 consumers, etc.  

• Then consider their MUI/UI performance.  Did they know when 

and how to report MUIs?  Did their logs meet Rule criteria?  Did 

they have any unreported MUIs that showed up on their logs as 

UIs?  Did they have a lot of MUIs and/or UIs? 

Courtesy of Cuyahoga County Board of DD



Sample UI Log Review 

Process-3
• Some Division I providers got scheduled for 2 

or 3 UI Log reviews in a year based on criteria.  

• Other Division I agencies got put in Div. I-a 

and got 3 – 4 log requests in a year. 

• Small agencies –with less than 10 consumers 

– who did well were in Division IV and only got 

asked to submit a log once a year.  

• The schedule was developed for the whole 

year in advance, and adjustments made as 

needed. Courtesy of Cuyahoga County Board of DD



Sample UI Log Review 

Process-3 
Tips: 

• Avoid requesting the same month’s logs from a provider from year to 

year to get a different sample each year. For example, you get 

January and June logs from Agency XYZ and the next get March & 

October logs from that agency.

• Make requests to the providers about 3 weeks in advance. For 

example, send an email on July 25, asking the provider to send their 

July UI Log between August 1 and August 15.

• In the email, list the Rule requirements for UI Logs and a list of UIs, 

plus a few other things so the provider understands their 

requirement.

• Track which agencies/independent providers requests were sent to 

and the dates their logs were received in an database.
Courtesy of Cuyahoga County Board of DD



Sample UI Log Review 

Process-3 
• Utilizing a database, track all independent and 

agency providers. 

• Based on size of provider and performance 

history, an annual schedule is developed. 

• Send an email memo request 3 weeks in 

advance of when you would like log submitted.

• Track follow up and complete Review Form. 

Courtesy of Cuyahoga County Board of DD



County 

Board

Sampl

e

UI Log 

Review 

Form 

Courtesy of Cuyahoga County Board of DD



Keys to a Successful 

UI Log Review System

• Electronic database helps keep review 

information and log requests organized. 

Information is easy to send to Department 

for review and compare year to year. 

• Offers providers tools to be successful.

• There is an assigned person but others 

are crossed trained in the UI log review 

process.

• Addresses concerns when identified.



What should you do if a 
Provider has not provided their 

UI logs?



If UI Logs are not received

1. Please contact your MUI Regional Manager by 
email with the requested dates and contact 
information of the provider.

2. The MUI Regional Manager can contact the 
Provider directly or participate in a conference 
call to discuss UI log requirements. 

3. The MUI Department will follow up with a letter 
copying the Office of Provider Standards and 
Review (OPSR). 

4. Referral will be made to OPSR if logs not 
received after request by DODD MUI office. This 
could result in citations issued to the provider.  



UI Log 

Follow 

up by 

DODD



THANK YOU!
Dan Butler, MUI Regional Manager

(614)466-1899

Daniel.Butler@dodd.ohio.gov

Chuck Davis, MUI Regional Manager

(614) 995-3820

Charles.Davis@dodd.ohio.gov

Connie McLaughlin, Regional Manager Supervisor

(614)752-0092

Connie.McLaughlin@dodd.ohio.gov

Abuse/Neglect Hotline 

1-866-313-6733

mailto:Dan.Butler@dodd.ohio.gov
mailto:Charles.Davis@dodd.ohio.gov
mailto:Connie.McLaughlin@dodd.ohio.gov

