Model Incident Reporting Policy and Procedure

ANYTOWN TOWNSHIP PUBLIC SCHOOLS

ANYTOWN, NJ

MEMORANDUM

TO:
All Employees

FROM:
School Business Administrator/Board Secretary

DATE:


RE:
Policy and Procedure for Reporting Incidents and Claims, including Employee Injuries.

The following is policy and procedure that all employees are required to adhere to in our organizational efforts to provide a safe school for students, ourselves and the public who visit us.

General Procedures:

All incidents that may cause a person to be injured or property to be damaged are to be recorded on the attached incident report form.

Incident reports are to be copied to your Supervisor and the original sent to the district claim coordinator for appropriate action and record retention.

This is a critical and fundamental element of the district risk management objective to record facts at the time incidents happen so that the proper actions can be taken for all involved people should a claim against the district be made at some later date.

People who claim the district is liable for an event are best served when facts are recorded at the time the incident occurred. Conversely, the District can only defend itself against inappropriate claims if it can demonstrate that the facts were not as alleged by the complaining party.

Employees who claim a work-related injury due to an occurrence predating the date they make a claim are best served when there is an incident report on file in support of their claim. Employees who fail to file an incident report but later file a workers’ compensation claim will be in breach of District Policy and Procedure and may face disciplinary actions as a result.
Incident Reporting for Public or Student Related Incidents:
If you see or are told of an incident that could result in someone having been physically or emotionally hurt, or their property was damaged on District grounds or at an off-campus District event, complete an incident report.

Include all the facts you can discover detailing place, date, time, weather, person/s involved and the incident description.

File a copy with your Supervisor and send the original to the district claim coordinator. If appropriate, file a copy with the District Affirmative Action Committee.

If you witness an incident on campus that results in an individual who is threatening to sue the district, calmly complete an incident report and get your supervisor involved. Follow all incident report distribution protocols.
If you are witness to an incident off campus that results in an individual who is threatening to sue the district, immediately contact your supervisor and the district claim coordinator for advice, complete an incident report, provide a copy to your supervisor and send the original to the district claim coordinator upon your return to district.

Incident Reporting for Employee Related Incidents:
Regardless of whether you feel you are injured in a workplace incident that could have or may have injured you, you must complete an incident report.

Your report must include all the facts detailing place, date, time, weather, person/s involved and the incident description.

Your incident report is to be handed to the School Nurse or your Operational Supervisor. The school nurses or operational supervisors are responsible for further distribution of this incident report.

You have a right to see a District selected physician if you feel your incident has resulted in an injury.

You have the right to decline seeing a District selected physician if you feel your incident did not result in an injury.

The district reserves the right to request that you see a district selected physician if the district is concerned that your incident may have caused you an injury and you may be unaware of it.

If an incident results in an injury that requires medical attention, but it is not an emergency, you must notify the school nurse or your operating supervisor immediately.

The school nurse or operating supervisor will then help you to:

1. Complete the incident report.
2. Call the toll-free claim reporting hotline to gather State required information, set an appointment with an occupational medicine physician and provide a claim number.
3. Complete a District Medical Authorization Form releasing you to see the occupational medicine physician.
4. Complete the appropriate forms for submission to the district claim coordinator.

If an incident results in a medical emergency during normal operating hours, immediately seek help from a coworker (preferably the school nurse or your operating supervisor) and proceed to the nearest hospital emergency room. Once there, tell the intake personnel that you have suffered a workplace injury and provide them with the telephone number of the district’s business office so that they can gather the workers’ compensation information including a claim number to correctly process the claim through workers’ compensation. Do not provide your health insurance card or the risk of cross billing and frustration is significant.
The emergency room staff will call your district and obtain a claim number for their billing records. Have them write the claim number down for you and keep it.
Make sure that the school nurse and your operating supervisor are notified as soon as possible and complete an incident report. 

If an incident results in a medical emergency after normal operating hours, immediately seek help from a coworker if any are present and proceed to the nearest hospital emergency room.

If nobody else is present and you are unable to drive call 911 for an ambulance. If you use a cell phone the dispatch you reach by cell phone may not be in the district emergency area. Be certain to specifically define your location.
Once at the emergency room, let them know you have suffered a workplace injury and provide the claim hotline number (888-342-3839) where a claim number and billing information will be communicated. Have them write the claim number down and give it to you.
Make sure that the school nurse and your operating supervisor are notified as soon as you are able and complete an incident report.
Supervisor Responsibilities (applies to all Supervisors):

Review all incidents that occur within your building and/or operation that are reported to you.

Conduct an accident investigation of every claim that is filed against the district involving your building or operation. 

Examine incidents and claims to determine how you might change the physical and/or operational environment to reduce or eliminate the risk that similar incidents or claims happen again. 

Coordinate your efforts with the district claim coordinator, school nurse and district safety committee to best achieve the objectives of this Incident Reporting Policy and Procedure.

Call every injured employee who reports to you and encourage their quick return to health and work.

Define and create light duty assignments.

School Nurse Responsibilities:

It is the responsibility of each school nurse to assist employees in filling out incident reports whether or not an injury has been or may have been sustained.

It is the responsibility of each school nurse to assist employees in filling out incident reports and arranging for medical attention in the event they are injured while working. 

It is the responsibility of each school nurse to coordinate efforts with the district claim coordinator, supervisor/s and district safety committee to best achieve the objectives of this Incident Reporting Policy and Procedure. 

District Claim Coordinator Responsibilities:

Coordinate prompt reporting of all incidents and claims within the district. Maintain a supply of incident and claim reporting forms.

Distribute "Incident Reporting Forms" internally; encouraging same day completion maintaining a complete file for all incidents which occur on district premises or at a sponsored event.

Act as coordinator between the district and the JIF claim administrator.

Assist in directing injured employees to the designated JIF Occupational Medicine Physician for initial medical evaluation.

Follow up with employee, nurse, supervisor, safety committee, managed care provider, treating physician and claim administrator as necessary to track the progress of the claim.

Safety Committee Responsibilities:
Review all incidents that occur in district to identify common trends and lessons that can be communicated to all employees to reduce or avoid further incidents and claims.

Conduct a post-injury accident review using accident investigation reports or directly with injured employees to gain insight into the reasons the injury happened. 

Continually monitor incident and claim patterns to target safety efforts in those buildings and/or operations where the most help is needed. 

Board Of Education Responsibilities:

To adopt policy and procedure consistent with the public expectation and district goal to provide a safe school environment.

Fully support the efforts of all staff in providing a safe school as free from the risk of injury and property loss as is practicable.

To make the public aware of the importance of risk management efforts in district. To annually assess the needs of the district to meet these objectives.

This model policy is intended to help member districts draft local policy. It is not a required policy form of the JIF. Every member district organization is unique and local policy should reflect the practical working environment of individual district.
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