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COMMUNITY COLLEGE

Accident/Incident Reporting Route

STEPS Accident/ Incident
: - : Happens
: 1) Accident/incident happens.
Campus Police notified and must =
be present on scene. : v
: 2) Coordinator of Health Services : Campus Police
als_o notified, and as avgilable, : Notified
: arrives on scene to assist. :
: 3) Campus Police completes Police
: Report and, if accident/incident
involves injury or liability exposure :
for the College, sends to College  : Campus Police Officer
Safety and Risk Manager. : Arrives on Scene

: 4) IF an on-duty employee is directly e _
! involved and whose action or : Coordinator of Health Services

inaction may have been a Notified and Arrives on Scene (as

causative factor for the accident/
incident and one of these factors

apply - reasonable suspicion of : Employee On-Duty A 4
employee’s drug or alcohol use or i | immediately Employee| Campus Police
impairment, a fatality resulted, : referred to Accident/ Officer
hazardous materials were : | Assistant Vice Incident completes v
released — then Campus Police i | Chancellor for | Police Report
immediately refers employee to : Human Meets P If on scene, Coordinator
the Assistant Vice Chancellor for E Resources’ DrU/ of Health Services
: Human Resources’ designee for : designee Alcohol completes Form DA 2000
: |mmed|i91te druq/alcolholjtestlnq : Testin (Employee)orlzm
5 IF employee is involved in : ~esting . —
: )acude%t/l):]mdent according to : Conditions 3000 (VlSltor/Student) and
Police Report, College Safety and  : submits to College Safety
Risk Manager forwards Police : Involves |Accidents, and Risk Manager
Report to Workman’s : Injuries, or | Potential
Compensation designee in Payroll : Liability | Exposure
Office, who reports incident to : A
state Workman’s Compensation : Campus Police Submits
ic:]r]}g’r‘; ;&’g;em rbei)soer? on the Report to College’s Safety and
6) If Health Services on scene, : Risk Manager
completes Form DA 2000 : |
(employee) or Form DA 3000 : ¢
(visitor/student) and sends to : ) _
! College Safety and Risk Manager. : College Safety and Risk Manager:
:7) If Form DA 2000 or Form DA : (1) for accidents/incidents involving employees,
¢ 3000 was not completed, College & forwards Police Report to Payroll Office — for state
Safety and Risk Manager : Workman’s Comp online system reporting; and
completes respective forms with :
'”format'%n. pro|v|dsd by police (2) for all accidents/incidents involving injury or liability
: ;%%?irct;br;e_'nvo ved parties, as : exposure, ensures appropriate Form DA 2000 (Employee) or
: 8) College Safety and Risk Manager : Form DA 3000 (Visitor/Student) is completed
: maintains forms and reports on file * #
in accordance with state Office of :
Risk Management Loss : & l
o) 1 dlaim o e Gohege Safety College Safety and Risk If claim is filed, College Safety and
i "and Risk Mane{ger submits forms i Manager malntglns_, forms Risk Manager SmeiFS form; and
and report to Louisiana Office of i and reports on file in case reports to state Office of Risk
Risk Management for processing.  : future claims are filed Management
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