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Accident Response and Reporting Policy

Purpose

To establish guidelines for responding to an accident, and to ensure accurate and consistent reporting of information concerning the accident.

Scope

This policy affects and applies to all Agency employees, clients and visitors.

Policy


In case of an injury, Supervisors should:

1) Determine if the severity of the injury necessitates calling an ambulance.  When in doubt, call an ambulance.

2) If an ambulance is needed, have someone call 911 (someone who can provide                                                clear directions).

3) Post someone at the nearest entrance of the facility to direct EMS personnel to the scene.

4) The [Agency’s Name] [Employee Injury Report] or [Visitor Injury Report] form must be completed as soon as possible.  This form should not be held while gathering additional information.  If necessary, turn in a preliminary report, and file a more complete copy at a later time.  If necessary, turn in a preliminary report, and file a more to the Executive Director on the same day of the incident.

5) Client accident reports are required and must be forwarded to the Finance Department on all client injuries on agency premises or vehicles.

Late reported or questionable cases:

· Any injury or illness that an employee alleges to be work-related should be documented using the Injury Report form and forwarded to the Executive Director immediately.  This also includes claims that were not reported in a timely manner by the employee.

· Information regarding a disputable incident should also be forwarded to the Executive Director immediately, regardless of whether it appears to be legitimate or not.

Administration

The Executive Director will administer this policy.
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