EMPLOYEE ACCIDENT/INJURY REPORTING POLICY

PURPOSE:

This policy provides procedures for accident reporting resulting from workplace injuries, and in the investigation of all such accidents, including corrective measures to prevent recurrences.

All members of the University community share the responsibility for maintaining safety by practicing good safety habits and by avoiding carelessness.  Any real or potential safety hazard or environmental health hazard should be reported immediately to the Safety and Security Department who, in turn, will contact the Manager of Environmental Health and Safety.

INSURANCE COVERAGE:

University employees are covered by Workers’ Compensation insurance.  Under Workers’ Compensation laws, employees receive payment on their behalf for required medical expenses and lost time due to injuries that occur on the job.  Failure to submit an accident report promptly may result in loss of payment, or delayed payment, of Workers’ Compensation benefits.

EMERGENCY ASSISTANCE

1. Minor Injuries

First aid kits for minor injuries are located in the following campus offices:

· Human Resources Office, Moore Library

· Facilities, General Services Building

· Safety and Security, General Services Building

· Information Desk, Student Center

· Science Lab, Science & Technology Center

· Dean’s Office, Sweigart Hall

· Training Room, Alumni Gym

· Wrestling Room and Pool Area, Maurer Gym

Please note:  Never touch another person’s blood or other bodily fluids.  Call the Safety and Security Department immediately at x5321 (896-5321 at Westminster).

2. Emergency Medical Assistance

Employees needing emergency medical assistance should call the Safety and Security Department at x5321 (896-5321 at Westminster). This number is for emergencies only.   The non-emergency Safety and Security Department number is x5029 (896-5029 at Westminster).  Campus security is open 24 hours a day, 365 days a year.  Security officers will notify the ambulance and/or police as necessary or requested and guide their arrival.

3. The department staff includes certified EMT-B Security Officers and First Responders, as well as Security Officers certified in Basic First Aid and CPR for the Professional Rescuers.

Please note:
The purpose of the Student Health Center is to treat Rider students with minor injuries or illnesses.  Employees seeking treatment at the Student Health Center will be referred to the Safety and Security Department.

REPORTING THE ACCIDENT:

The following steps should be followed when an employee is injured:

1. Any on-the-job accident or injury, no matter how minor the injury may seem, must be reported immediately to the Safety and Security Department and immediate supervisor.

2. As a minimum, all callers should relay the following:

a. Caller’s name and campus telephone extension.

b. Type and location of emergency.

c. Name of injured and extent if known.

Please stay on the telephone until campus security advises you to hang up.

3. The accident should be reported whether the employee is full-time, part-time, casual or a student.

4.
Security Officers will be dispatched to the injured employee at the on campus location, assess the area, render care and take a report.

5.
If an employee is involved in work-related duties off campus and is injured or involved in an accident, an informational report should be filed with the Safety and Security Department within 48 business hours of the injury or accident.

REPORT FORM PROCESS

All on campus accidents resulting in injury regardless of severity will be documented and

 investigated initially by the Safety and Security Department.  Additional investigations 

may be conducted by other agencies, i.e., police, fire, OSHA.

1. The Safety and Security Department will take an initial report on all accidents and injuries.

2. Copies of the reports involving employee injuries are kept on file in the Benefits Office in the Human Resources Department.  Employees requiring copies of these reports should contact the Benefits Office.

3. Copies of the reports involving accidents are kept on file in the Office of the Assistant to the Vice President for Finance.  Employees requiring copies of those reports should contact the Assistant to the Vice President for Finance.

UNIVERSITY SAFETY COMMITTEE

Identified safety hazards or human action(s) that contributed toward an accident or injury may be reviewed by the University Safety Committee in an attempt to prevent recurrence.

