BISMARCK PUBLIC SCHOOLS 

Incident/Injury Reporting Procedures

Effective August 9, 2005 

· School principals and department heads, or designated staff, must report incident/injuries within 24 hours by phone to the District Safety Coordinator (323-4086 or 527-7803).

· If the District Safety Coordinator is unavailable, leave a voice message.

· If the District Safety Coordinator is gone please contact Vicky Friez, 323-4072, or Cindy Willman, 323-4070.  

The following information should be provided: 

1. Employee name

2. Employee birth date

3. Date/time of injury

4. Exact location of injury

5. How the injury occurred
(
After the incident/injury has been reported, the District Safety Coordinator will contact the injured employee to complete appropriate paperwork and file a workers compensation claim, if necessary.

(
Failure to report injuries within 24 hours will result in a $250.00 penalty being assessed against school and departmental accounts.  

