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Employee Injury Reporting Procedures
· It is most important that any incident of injury to any employee, contracted employee, or volunteer be reported immediately. This includes coaches at practice or events.

· The first priority is to be sure the affected employee gets the proper medical attention. 
· District employees are to go to Quick Care on Mitchell Street. Serious injuries should be directly to Emergency at the Hospital. 
· Failure to refer an affected employee for medical attention can increase District liability. 
· An employee who does not report an injury or who seeks his or her own medical attention could be considered to be insubordinate. 
· A “Supervisor’s Report of Employee Injury” form is to be completed and forwarded to Payroll as soon after the incident as is possible. 
· This form should be filled out and signed by the Building Principal or employee supervisor, not the employee.
· The sooner this is done, the better, as details needed to file a claim will be recorded more accurately. 

· We will need to know the time and the location of the incident as well as whether there are any witnesses.

· Explain briefly what happened:

· What was the employee doing: walking (up/down), lifting, standing, loading, playing, carrying, moving, etc.

· What happened: slipped, fell, cut, burned, scraped, ingested, etc.

· Was any equipment involved: shovel, mop or broom, tools, athletic gear, furniture, fixtures, appliances, etc.

· Were any hazardous materials involved? Fuels, solvents, chemicals, etc.

· Was the employee on stairs or bleachers, or in a doorway?

· What body part(s) were involved: eye, ear, head, trunk, shoulder, knee, elbow, foot, hand, back, etc.

· Note which side of the body, left or right.

· This document is necessary so a claim can be filed. 

· The Injury Report form is the back up used to make an on-line report and claim as well as support legal reporting requirements and maintain OSHA logs.

Questions? Contact Bruce Smith, Payroll Specialist
