  Preparation of Reports and Documents 
 
Policy 
The purpose of this policy is to establish procedures for the proper documentation of all cases that are processed by the Kootenai County Coroner’s Office.  
Reports and records will be maintained for all cases investigated by the Kootenai County Coroner’s Office. The record keeping system includes all of the information that is available to the public, including the case number, name of decedent, time, date and all information used to help determine cause and manner of death.   
Procedure 
A)  The Medical Death Investigator will prepare an official complete Coroner’s Report in MDI Log which will include the following information: 
· the name and alias, if any, of the decedent 
· a narrative of events leading to and surrounding the death 
· names and contact information of all witnesses, secondary parties, and next of kin 
· personal property associated with or on the decedent 
· the names and contact information of persons notified of the death 
· disposition of the decedent’s property 
· relevant medical history/mental health history 
· scene photos 
· any communications pertaining to the case 
· any records request made on the case 
 
B)  Autopsy reports or external body examinations are available to the next of kin, attending physicians, and legal representatives upon written request. 
C) Proof of death documents required by insurance companies will be signed by the Coroner or Chief Deputy and attached to the Coroner’s Report. 
D) Death certificates will be originated by the funeral home and signed by the Coroner or designee, and not released to family. Requests for Death Certificates will be referred to the funeral home and/or Vital Statistics. 
E)  Burial and transit permits for transportation of a body are included with the death certificate and will be signed by the Coroner or his/her designee to allow for transportation or disposition of a body. 
F) Reports created by employees will be regularly reviewed by supervisors to insure quality control. 
G) The Coroner’s Office will compile statistics (through MDI Log) concerning the cases that are handled on an annual basis or more often as warranted. The information may be made available to the public. This is to include suicide statistics & opioid related deaths. 
 
 	 
 

