Chapter 4
ACCIDENTAL INJURY REPORTING

A. References

1. SPPM 2.24 Accident Reporting and Follow-Up

2. SPPM 2.26 Investigating Accidents

3. Human Resource Services Incident Report Information
a. Incident Report Form—Requires network authentication.
b. Supervisor's Accident Investigation Report
c. Witness/Injured Person Statement Form

4. Online Incident and Accident Investigation Reporting Flowchart

5. Motor Vehicle Safety—Accidents: SPPM 7.20

6. Motor Vehicle Accident Form

B. Appendices
e Appendix 1 — Incident Report Flowchart
o http://cas.wsu.edu/safety/documents/2021/10/incident-reporting-

flowchart.pdf
e Appendix 2 — Incident Report example

e Appendix 3 — Supervisor’'s Accident Investigation Report example

C. Purpose
This chapter establishes requirements, responsibilities, and procedures for reporting
significant near misses, incidents resulting in injury, work related iliness or death,
and accidents involving property damage.

D. Scope
All significant near misses, accidental injuries, work-related illnesses, and accidents
resulting in property damage must be reported to supervisors immediately for
evaluation and investigation. WSU must report employee fatalities or in-patient
hospitalizations within eight (8) hours of the incident. WSU must report non-
hospitalized employee amputations or loss of an eye within twenty-four (24) hours of
the incident. Contact EH&S (509-335-3041) immediately after seeing to proper
medical care/first aid/treatment for all major incidents. Do not disturb the scene of a
major accident except to attend to the affected employee(s) and/or prevent further
injury. The scene must otherwise remain intact to support WSU’s and L&lI’s accident
investigation.

Supervisors must report any significant near miss, accidental injury, or work-related
illness within 24 hours of occurrence by submitting an online Incident Report
(requires network authentication), and if required, a Supervisor’s Accident
Investigation Report. Reference section F and the reporting flowchart in Appendix 1
of this chapter for more information on report submission requirements.

Approved 03.03.2023, CAS Safety Committee


https://policies.wsu.edu/prf/index/manuals/2-00-contents/2-24-reporting-accidental-injuries-work-related-illnesses/
https://policies.wsu.edu/prf/index/manuals/safety-policies-procedures-manual/sppm-2-26/
http://ihr.hrs.wsu.edu/forms/incident_report.aspx
https://policies.wsu.edu/prf/documents/2017/10/2-26-supervisors-accident-investigation-report.pdf/
https://www.google.com/url?client=internal-element-cse&cx=013644890599324097824:kbqgwamjoxq&q=https://policies.wsu.edu/prf/documents/2017/10/2-26-witness-injured-person-statement.pdf/&sa=U&ved=2ahUKEwi1tKXTtdz1AhXWHjQIHT_iC80QFnoECAgQAQ&usg=AOvVaw22CSZXA7OqLGj7fqj2dCC7
https://cas.wsu.edu/safety/incident-reporting-flowchart/
https://policies.wsu.edu/prf/index/manuals/7-00-motor-vehicle-safety/7-20-motor-vehicle-accidents/
https://des.wa.gov/sites/default/files/public/documents/RiskManagement/SF137_VehicleAccidentReport.pdf
http://cas.wsu.edu/safety/documents/2021/10/incident-reporting-flowchart.pdf
http://cas.wsu.edu/safety/documents/2021/10/incident-reporting-flowchart.pdf
http://ihr.hrs.wsu.edu/forms/incident_report.aspx

In the absence of the supervisor, it is the Manager’s, Director’s, or Chair’s
responsibility to ensure the required documentation is submitted. Procedures for
reporting accidents/injuries and work-related illnesses are documented in the WSU
Safety Policies and Procedures Manual, section 2.24.

¢ Reporting:
o An online, interactive reporting flowchart to aid in determining what
forms to submit is available at the link below.
» https://cas.wsu.edu/safety/incident-reporting-flowchart/
o Incident Report:
= Incident Reports are used as the first-line reporting method for
all significant near misses, accidental injuries, work-related
illnesses, and accidents resulting in property damage.
= Incident reports are required for all employees, students,
volunteers, and visitors for incidents that occur in any College
of Arts and Sciences (CAS) facility or at any CAS event, on
campus or off campus while conducting University business.
= Anyone can submit an Incident Report on behalf of someone
else, and anyone can submit an Incident Report on their own
behalf. For WSU employees, however, an Incident Report is
preferably submitted by the injured person's supervisor.
o Supervisor’'s Accident Investigation Report:
= |n addition to an Incident Report, a Supervisor's Accident
Investigation Report may be required in addition to an Incident
Report.
= Use the interactive online incident and accident investigation
tool (link above or in A. References, above) or see the flow
chart in Appendix 1 to determine if you need to submit a
Supervisor’s Accident Investigation Report.
e If you're still unsure, call EH&S at 509-335-3041 to
discuss the incident.
¢ Identifying a significant near miss
o WSU defines a significant near miss as an opportunity to improve
health and safety in a workplace based on a condition or an incident
with potential for more serious consequences, including:
= Minor incidents and injuries that had potential to be more
serious.
= Events where injury could have occurred but didn’t.
= Events where property damage could have resulted but didn't.
= Events where potential environmental damage could have
resulted but didn't.
e An example of potential environmental damage is an
open container of a toxic liquid sitting next to a sink.
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E. Responsibilities

Supervisors
e Immediately report (after ensuring appropriate treatment for injured

personnel) all significant near misses, accidental injuries, and work-related
illnesses.
o Forward the Incident Report receipt email to your chair or director and
to your unit’'s Safety Committee Chair.

e Supervisors are required to investigate all significant near misses, accidental
injuries, and work-related illnesses. If required, supervisors also complete and
submit a Supervisor’s Accident Investigation Report.

o Reference section F, section H, and the reporting flowchart in
Appendix 1 of this chapter for more information on Supervisor’s
Accident Investigation Report submission and routing requirements.

e Take action to prevent future incidents based upon the results of the
investigation.

e Require all employees to immediately report all significant near misses,
accidental injuries and work-related illnesses and accidents resulting in
property damage.

e Complete a Motor Vehicle Accident form when employees are involved in a
motor vehicle accident.

Employees:
e Immediately report (after ensuring appropriate treatment for injured

personnel) all significant near misses, accidental injuries, and work-related
illnesses.

e Take action to prevent future incidents.

e Complete a Witness/Injured Person Statement when injured or when a
witness to incidents.

e Complete a Motor Vehicle Accident form when involved in a motor vehicle
accident.

F. Process for Incident Reporting and Accident Investigation Reporting for
WSU Employees
1. When an injury occurs, take measures to avoid further injury. Evaluate the
severity of the injury, and if needed, call for emergency assistance at 911.

2. Responding to an injury or significant near-miss incident, the SPPM 2.20
General Workplace Safety outlines injury incident response procedures for
notifying Emergency Medical Services (EMS) via 911, rendering first aid, and if
necessary, transporting the injured person. Further information is available at
https://policies.wsu.edu/prf/index/manuals/2-00-contents/2-20-responding-
injury-incident/.

3. The injured employee’s supervisor completes an online Incident Report within
24 hours of the incident occurring. The supervisor also conducts an incident
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investigation and interviews (when feasible) the employee and any witnesses
involved.

For Graduate Teaching Assistants who may work in both research and
instructional lab spaces are injured, the acting supervisor responsible for
incident reporting for an incident involving a TA/RA and is dependent upon
where the incident occurred. If injured performing TA duties, the Instructional
Lab Supervisor or faculty member in charge of instructional laboratories
submits the Incident Report. If injured performing duties in a research
laboratory, the Research Lab Supervisor or Pl submits the Incident Report.

4. The supervisor then completes the Supervisor's Accident Investigation Report
within 48 hours of the incident (see also SPPM 2.26) if any one of the following
conditions are met.

e The employee sustains serious injury
o Serious injury includes:

= Death
= Hospitalization (given a bed for an overnight stay, not just an ER
visit)

= Amputation (to include partial loss of fingers and toes)
= Loss of an eye
o If serious injury occurs, immediately contact EH&S at
509-335-5251.
e The employee receives medical treatment
e The employee is unable to work the next full or subsequent shift(s) because
of the injury or illness
e Events and conditions involving a significant near miss or minor accident
indicate that most likely injury or illness would have been serious

Completed Supervisor’'s Accident Investigation Reports are sent to Shawn
Ringo at EH&S at sringo@wsu.edu.

5. Injured persons and witnesses may complete a Witness/Injured Person
Statement.

6. The Department Chair or Director and the Level 4 Safety Committee Chair
reviews the documents.

G. Process for Incident Reporting for Students, Guests, and Visitors
Incident reports must be submitted for undergraduate students involved in an
incident insofar as unit employees, such as faculty, staff, or teaching assistants, are
aware of them. Units may have their own reporting processes for students involved
in an incident, but incident reports can be submitted by staff or faculty. Examples
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include class instructor, teaching assistant, instructional lab supervisor, or unit
administrator.

1. When an injury occurs, take measures to avoid further injury, evaluate the
severity of the injury, and if needed, call for emergency assistance at 911.

2. Responding to an injury or significant near-miss incident, the SPPM 2.20,
General Workplace Safety, outlines injury incident response procedures for
notifying EMS via 911, rendering first aid, and if necessary, transporting injured
person. More information is available at the link below.

https://policies.wsu.edu/prf/index/manuals/2-00-contents/2-20-responding-injury-
incident/.

3. Any WSU employee can submit an incident report on behalf of a student, visitor,
or guest. Preferably, however, the campus host should take primary
responsibility for submitting an Incident Report for visitors and guests.

4. Supervisor’'s Accident Investigation Reports are not required for individuals who
are not employed by WSU.

H. Form Distribution and Routing
After completing the online Incident Report, automated notifications and a copy of
the form are distributed to HRS, EH&S and the reporting supervisor via electronic
mail.

For all incident forms submitted for WSU employees, it is the responsibility of the
supervisor to distribute a copy of the Incident Report and the Supervisor’s Accident
Investigation Report, if applicable, to the unit chair or director, the unit Safety
Committee chair, and the College of Arts and Sciences Safety Committee chair.

It is the responsibility of the WSU employee who submitted the form for a student,
visitor, or guest to route the Incident Report to the unit administrator and the unit
safety committee chair.

The College-level safety committee chair will route reports received to unit safety
committee chairs and to unit chairs and directors as back-up routing to ensure
incident reporting is routed to appropriate personnel.

1. The Occupational Health and Safety (OHS) Director at EH&S reviews the report
and evaluates the severity or potential severity of a given incident. If a need for
additional timely attention is indicated, the OHS Director will contact the
supervisor to determine what corrective action has taken place or is needed.
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2.

3.

Incident Reports will be held for review at the next CAS Safety Committee
meeting to determine contributing causes, review recommended corrective
action, and ensure completion of the corrective action. Each Incident Report and
Supervisor’s Accident Investigation Report will be documented in the CAS
Safety Committee meeting minutes.

The unit safety committee documents, via meeting minutes, recommendations
produced by the committee for all unit Incident Reports and Supervisor’s
Accident Investigation Reports and sends any recommendations to the unit
administrator.

The unit and CAS safety committees may take corrective action or may suggest
alternative action.

Motor Vehicle Accidents

For an accident involving a motor vehicle while conducting WSU business,
regardless of how minor, the driver must immediately notify her or his supervisor,
Risk Management, and the Motor Pool (if a Motor Pool vehicle was involved). See
SPPM 7.20 for additional information: https://policies.wsu.edu/prf/index/manuals/7-
00-motor-vehicle-safety/7-20-motor-vehicle-accidents/.

1.

For an accident involving a motor vehicle with injuries (where medical aid is
required), the driver must also immediately notify the local-area law enforcement
department. Law enforcement personnel should investigate all accidents
resulting in:

e Damage costing over $1,000 to motor vehicles
e Damage to other property
e Injuries to individuals

The driver must submit a completed State of Washington Vehicle Accident
Report (SF-137) to their supervisor within 24 hours. The supervisor is
responsible for reviewing this document and submitting the original to Risk
Management and a copy to the Motor Pool (if Motor Pool vehicle involved) within
two working days of the accident. The form is available at:
https://etort.des.wa.gov/incidentreport.

Supervisors are responsible for ensuring the most current version of the Vehicle
Accident Report (SF-137) and post motor vehicle accident instructions are
available in the glove compartment of all motor vehicles prior to use.
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APPENDIX 1: INCIDENT REPORT FLOWCHART
http://cas.wsu.edu/safety/documents/2021/10/incident-reporting-flowchart.pdf

College of Arts and Sciences

WSLUHrelated injury or WSU employees, students, guests, Incident Reporting and
finess ocors. and visitors. Supervisor Accident
Investigation Reporting
Incident for WSU-Pullman

Reporting

Call g1 ———
o reach Puiliman Fire or WSLU ! mlc“"."“!d
— PD amives and takes
command.

services at
WSLU-Pullman.

Repaort is preferably submitted hylhelnmd

[Person's Supenisor.

copy of Incident Once submitted, a copy of the Incident Report

Report to unit char s sent o the supervisor, EH&S, and HRS
or director, unit for documentation and fllowup.

Anyone can submit an Incident Report on
behalf of someane else, a'da’ly_nnecm

Supervisor's
Accident
Investigation
Reporting

7
B
Q
g
»
;:
i
7

Did the
— employee sustain
‘sefiows injury? m.‘. 8.8 resut efthe.
attention? e
iress?
Yes Yes Yes
A significant near-miss incident occurs.
Supenvisor must when events and condiions exist where
complete and submit a injury or illness would have been
Immediately S‘Whm ‘.‘“'.‘mw“ senous.
contact EH&S at 48-hour deadiine.
509-335-5251 Submi ~
EHBS at
sTngoEWswL el
Death
a.m-uiun-mn oy m ozt tfii\;]uslz?rlsl z “"maprrmddhm
Loss of an eye I = o
unit chair or direchor,
unit safety
chair, and CAS safety
. =

Nov. 2022

Approved 03.03.2023, CAS Safety Committee


http://cas.wsu.edu/safety/documents/2021/10/incident-reporting-flowchart.pdf
http://cas.wsu.edu/safety/documents/2021/10/incident-reporting-flowchart.pdf

APPENDIX 2: EXAMPLE INCIDENT REPORT
1. Incident reports are submitted online at the below link and require log-in via users’ WSU Network

ID. Incident Reports are primarily submitted by an employee’s supervisor, but Incident Reports
can be submitted for students and visitors.

http://ihr.hrs.wsu.edu/forms/incident report.aspx

1. For new reports, select Start a New Form

Human Resource Services

Incident Report

Share  Print  Search

Incident Report

Would you like to start a new form OR load a saved form?

To amend a previously submitted Incident Report, complete and submit another report. Include the employee’s name,
date of accident, and the new or updated information. Enter the word “Amend” in the Complete Description of the

Incident field.

: Start a New Form OR :View a Saved Form |

Human Resource Services, PO Box 641014, Pullman WA $9164-1014, 509-335-4521, Contact Us
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2. For supervisors submitting an Incident Report for an employee, enter the employee’s WSU ID
number and select Next.

Human Resource Services

Incident Report

Share  Print  Search

Affected Party

Trent, by signing in you are affirming that you are the preparer of this Accidental Injury, Work-Related lliness Report.
If you ARE the affected party, click | Next |

If you are NOT the affected party, please enter the WSUID of the affected party below.
WSUID: | 12345678 || Next |

If the affected party does not have a WSUID Number then | Skip | to the next section.

Human Resource Services, PO Box 641014, Pullman WA 99164-1014, 509-335-4521, Contact Us
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3. Verify all information that automatically populates on the Affected Party page and add the
employee’s scheduled work hours and days. Once complete, select Next Step.

Human Resource Services

Incident Report

Share  Print Search| &)
Affected Party

Confirm that the following information is correct. Fill in any blank fields to the best of your abilities.

WSUID Number Last Mame of Affected Party First Name & Middle Initial

12345678 Student | |Graduate

EMail {optional)

Phone

|g.student@wsu.edu | 500-335-3564

Department | College
|Cn|lege of Arts and Sciences |

Status at Time of Injury

| Employee w |

Job Title
| Research Assistant |

Hours Worked Each Day Days Worked Par Weak Date of Hire

oyt 19

Scheduled Days OfF
[saturday []Sunday FdMonday B Tuesday FdWednesday @@ Thursday B Friday

| Previous Step | Next Stepl |

Human Resource Services, PO Box 641014, Pullman WA 39164-1014, 509-335-4521, Contact Us
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4. Verify all information that automatically populates on the Supervisor page and enter the date and
time the supervisor was informed of the incident. Once complete, select Next Step.

Human Resource Services

Incident Report

Share  Print  Search

Supervisor

Whao is the affected parties supervisor and date and time supervisor was notified.

Mame of Supervisor Supervisor's Phone Number Supervisor's E-Mail

|EItUn Fulmer | 509-335-3564 elton.fulmer@wsu.edu|

Supervisor Was Motified: Examples 1/1/2007 and 03:07pm

Date:| 02,/14/2022 :ﬁ Time:| 09:34 AM | Tip:Type 'A’ or 'P’ to switch AM/PM

| Previous Step |

| Next Step |

Human Resource Services, PO Box 641014, Pullman WA 39164-1014, 509-335-4521, Contact Us

& 2022 Washington State University | Accessibility | Policies | Copyright
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5. Verify all information that automatically populates on the Preparer page and fill in missing
information. Once complete, select Next Step.

Human Resource Services

Incident Report

Share  Print  Search

Preparer

Please check to make sure the following informaiton is correct. If any information is incorrect, please correct it
Preparer WSUID Mame of Preparer Title of Preparer

|1495?093 | |Fu|mer, Elton |Pr0fessor |

Preparer Phone # Mail Code

Date Prepared

509-335-3564 | 4630 | (02/14/2022 [

| Previous Step |

| Next Step |

Human Resource Services, PO Box 641014, Pullman WA 99164-1014, 509-335-4521, Contact Us
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6. Enter applicable information about the incident here. Once complete, select Next Step.

Human Resource Services

Incident Report

Slzhars Pt Search £

Incident Description

Plaasa be as complsts as possibla, hovar ovar a fisld to ses datailed instructions.

Incidant Data Tima of ncldent Chack If Tims Can't ba Deturmingd

or P for &M P O
Tima Employes Started Work: Exampds 8:00am
DfT!q'IN A" ar 7 to switch AM, P
Work Phase
® Parfo rming Work (7 Maal Paricd () Rast Pariod ) Entering or Leaving

() Chronic Exposura () Othar, Specify: |

Tima Loss (Chack 20l that apphy)
Raturn to work tha neoxt day.
|:| Rastrictad Activity [ Job Transfar
Bagin Data: I:Iﬂ Return Dats: I:Im
Mo tima loss.
|:| Lost work days, not at work.**

taginDars:[ |7 mewmows[ W

#+ | ghsgt froem the neact full shift or subsegusnt shifts, suparsdsor must complebs Superviscr's Accldant Report and send a copy of
employes's Thma, Leave Repart fo Human Resourcs Senvices. Sae SPPW S2.24.1
Compdets description of what the pariy was doing Just bafors the incldent aocunmed

Expty =olwvent comtainers were left in a walkway on the lab floor, amd the
student tripped and fell a=x he was walking back to his hood.

e
Compdets descripticn of Incidsnt, Inchude specic acthvity during incident (IFtng, pushing abc. ).
The =twedent was carrying a flask of DI water back to his hood, and the
fall cau=ed the glas=ware to break, cutting the student's hand.

i

SpaciPy Injury ar llinsss and body paris affected.
Bight palm, =mall rus.

.
Cssoribs tha obst or substancs that directly harmed the parky.

The empty =olvent drum= caused the initial problem, and the broken flas=k
injured the =tedent.

Exart kxcation af incldant (Eullding fioor, Caogrphical locationg.

m; Hall, room Z2E.

Mams and phone numbsrs of witnesses of othars Involed In Incldent, ar trpss RONE.
Other =tudents were in the lab but did not =ee the accident ococour.

| Previous Step | | Mest Step|
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7. The Injury Information page is where the preparer can provide information on any steps taken as
a result of the injury. If the First Aid or Medical Treatment radio button is selected, you must
provide the name and address of the medical provider, if applicable. The form will not allow you to
proceed if nothing is in the Name and address of medical provider field.

Once finished with this page, select Next Step: Review to take you to the review page.

Human Resource Services

Incident Report

Share  Print Search

Injury Information

Please be as complete as possible, hover over a field to see detailed instructions.
Injury / lllness Severity
(®) First Aid or Medical Treatment (Check all that apply)

Treatments
Use of bandages D Monrigid braces and wraps D Finger guards D Eye patches
[[] Removal of splinters with tweezers Cleaning, flushing or soaking surface wounds
D Simple irrigation to flush foreign bodies from the eye DTetanus shots D X-rays
DBIood tests DPrescription medications*® DSutures, staples® DCasts, rigid braces®

Dthsicaltherapv"‘ DChiropractictreatment"‘ DSurgery"’ DOther \:l

" This treatment is considered to be a medical treatment. f medical treatment is involved, a supervisor must complete a Supervisor's

Accident Investigation Report.

O Mo Treatment Required

(O Fatality, Enter Date:l:lgﬁ

Mame and address of medical provider (hospital, doctor, clinic. etc).

Hot applicakle.

[[] Treated in emergency room?
D Hospitalized overnight as inpatient?

| Previous Step | Next Step: Review:

Human Resource Sarvices, PO Box 641014, Pullman WA 99164-1014, 505-335-4521, Contact Us

8. The review page lists all information provided regarding the incident. The Incident Report is not
complete until submitted.
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APPENDIX 3: EXAMPLE SUPERVISOR’S ACCIDENT INVESTIGATION REPORT

SUPERVISOR'S ACCIDENT INVESTIGATION REPORT

.-:'ch:: SPPM 22F
EMPLOYEE MAME
Osmar Wallar

| SUPERVISOR'S MAME
Enach Bryan

Ghack all factors contributing 1o the accidant

HURAAM +
Trainirgy

ik perhami
Protesctie i
Wenk history

TIMEFACTORS

Whak shill

Gl rellionships
S of ceorils

| DEPARTMENT

Office of the President
| EUPERVISOR'S TITLE

Prasident

EITE COMNDITIOMNS
Phiysical kosoul
Wakimgbeurking surfooes

l:‘f:‘i'l'l‘; E X

POLICGIES AMD PROCEDIURES
Galety Poficies ord Procedunes
Operaing speciicalivones
Argubstors angd sk

Washington State University

[ ACCIDENT DATE
172011908

| INVESTIGATION DATE
1/21/1908

EQUIPMENT/ TOOLSMATERIALS

sresfion
%I:{ guardy i comilnoks
Cordition T AT
Lasbood s

| DCCUPATIONAL EXPOSURES

Air cunlamirainks

Chornicds

Musise:

Dt erzands, humem body Nuids
Rarcistion [Sexe SPPM 5035

| Explain all checked famors inthe spece below. Add addisonsl pages for more spacs and 1o provids any Necessary drawings.

Dr. Waller was walking to the Administration Building in the early morning and slipped and fell on ice. Dr. Waller sustained
no injuries. The sidewalk had been cleared of snow by Facilities, but water from melling snow the previous day had frozen

on the sidewalk overnight.

| List recommandad comective action. Add additonal pages if nesded

Dr. Bryan directed staff and faculty to use sidewalks that are positioned over steam tunnels where possible. Dr. Bryan also
suggested that employees use Yakirax or similar devices when snow and ice are present on sidewalks,

| Mzrma of Person Pespansible for Corractive Action
Dr. Enoch Bryan
| Anticipated Deze of Carrective Action

11311908
[EURERVIEOR'S SIGNATLRE 'DATE
|EAFETY COMMITTEE SIGNATURE  DATE

WELUN 245-SAFSADD3-080T
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