INCIDENT REPORTING PROCESS

In the event of an accident, injuries, or ‘near miss’, please use the following procedure:

· If accident occurs: 
· [bookmark: _GoBack]Person immediately reports the Accident to Supervisor and Nurse 
· Nurse
· renders appropriate medical attention
· notifies Principal and Benefits Coordinator
· Completes ‘Report of Accident’ form – copy to Rachel   Morrow, and Benefits Coordinator 
· Provides WC papers / waiver to employee

· Supervisor/Designee
· Interviews employee, witnesses 
· Investigates Accident location 
· Notification is provided to parties responsible for corrective action to avoid further incident

· Employee completes Workers’ Compensation form(s) or waiver

· If Near Miss occurs:
· report to the Supervisor/Principal
· Supervisor/Principal will inform Safety Committee representative of situation and take corrective action if able.

