Employee Injury Procedures
The affected employee immediately
reports the injury to their supervisor.
*If the employee is incapacitated
assisting employees will notify the
supervisor.

The supervisor conducts a
comprehensive inquiry of the
incident. (Takes photos, collects
witness statements, draws diagrams,
etc.), and completes an Injury
Report.

Corrective action may require the
supervisor to make safety
improvements to the site, conduct
additional safety training, or take
progressive disciplinary action when
employees do not follow safety
protocols.

The supervisor ensures the employee
receives appropriate medical
attention.
(Emergency care? – Employer or
Employee makes the initial selection
of health care provider?)

The Injury Report is submitted to
Human Resources Dept.
All incidents are subject to review by
a district appointed Safety
Committee

The Injury Review Committee will be
responsible for follow‐up and the
tracking injury data.

The supervisor reports serious
injuries to the second level
supervisor.

The Safety Review Committee meets
monthly to review injuries, initiate
corrective action, or determine
whether the accident was
preventable. The committee may
contact the investigating supervisor
for clarifying questions.

Student/Visitor Injury Procedures
Student or Non‐Staff injury is
reported to the nurse, or school
principal.

As needed, calls are made to
emergency services, parent, or
guardian.

The Student/Non‐Staff Injury form is
emailed or sent interoffice to RISK
MANAGEMENT OFFICE for review
within 24 hours and then forwarded
to CCMSI ( The insurance
administrator for NMPSIA) .

Depending on the nature and
severity of the injury, (anything
requiring ambulance transport or
hospitalization )

The Safety Review Committee meets
monthly to review injuries, initiate
corrective action, or determine
whether the accident was
preventable. The committee may
contact the investigating supervisor
for clarifying questions.

CCMSI should be notified
immediately.

Corrective action may require the
supervisor to make safety
improvements to the site, conduct
additional safety training, or take
progressive disciplinary action when
safety protocols are not followed.

A supervisor conducts a
comprehensive inquiry of the
incident. (Takes photos, collects
witness statements, draws diagrams,
etc.), and completes a report . If a
student is injured, information will
also be entered into PowerSchool (if
applicable).

A copy of the injury report and
documentation will be forwarded to
the Safety Review Committee.

The Injury Review Committee will be
responsible for follow‐up and
tracking injury data.

Traffic Collision Procedures
The driver of a fleet vehicle is
involved in an auto collision. The
driver immediately contacts the
police and their direct supervisor.

The supervisor conducts a
comprehensive inquiry of the
collision and completes a report.
(Photos, interviews, diagrams,
complete NMPSIA Vehicle Accident
Report, etc.).

Safety Review Committee meets
monthly to review collisions, initiate
corrective action, or determine
whether the accident was
preventable. The committee may
contact the investigating supervisor
for clarifying questions.

Supervisor will respond directly to
the site, provide assistance as
necessary, call for emergency
services if necessary, and document
all aspects of the accident scene,
(photos, interviews, diagrams, etc.).

The supervisor will immediately
contact designated personnel at the
district office (e.g., Executive Director
of Operations) and CCMSI if there are
any injuries, fatalities or serious
damage.

The supervisor compiles the
information, (police report, photos,
statements, etc.) and forwards the
packet to RISK MANAGEMENT
OFFICE.

All accidents are subject to review by
committee. Drivers who are cited
will complete refresher training and
post accident drug and alcohol
screening.

Corrective action may require the
supervisor to conduct additional
training, make safety improvements,
or take progressive disciplinary
action when employees do not
follow safety protocols.

The Safety Review Committee will be
responsible for follow‐up and
tracking collision data.

Bus Collision Procedures
When a driver is involved in a traffic
collision, the driver will contact the
Transportation Base immediately and
call 911 if there are injuries.

The Transportation Base will evaluate
call from driver and assist with the
need for further assistance, i.e.
contacting authorities, sending a
spare bus, dispatching a tow truck,
securing scene, etc.

Transportation Supervisor will
respond directly to the site, provide
assistance as necessary, and
document all aspects of the accident
scene. (Photos, interviews,
diagrams, complete NMPSIA Vehicle
Accident Report, etc.).

Supervisor immediately contacts the
district office (e.g., Executive Director
of Operations) and CCMSI if there are
any injuries, fatalities or serious
damage. If a fatality occurs, also
contact the PED Transportation Unit.

Supervisor compiles information,
NMPSIA Report, photos, seating
charts, statements, etc. and forwards
packet to CCMSI & PED.

All accidents are subject to review by
committee. Drivers who are cited
will complete refresher training and
post accident drug and alcohol
screening.

Safety Review Committee meets
monthly to review collisions, initiate
corrective action, or determine the
accident was not preventable. The
committee may contact the
investigating supervisor for clarifying
questions.

Corrective action may require the
supervisor to conduct additional
training, make safety improvements,
or take progressive disciplinary
action when employees do not
follow safety protocols.

The Safety Review Committee will be
responsible for follow‐up and
tracking collision data.

Property Loss Procedures
When property has been stolen or
damaged, the supervisor or other
personnel in charge of the property
is to immediately contacts the
district office (e.g., Executive Director
of Operations) and if appropriate,
the police.

* Determine if outside resources are
needed.
* If there are any injuries, fatalities,
serious damage or need for outside
resources, contact CCMSI.

Corrective action may require the
supervisor to make safety
improvements, or take progressive
disciplinary action when employees
do not follow maintenance, anti‐
theft or safety protocols.

The supervisor or other personnel in
charge of the property is to:

* Secure the scene, evacuate
structures, etc.

* identify the nature and scope of
the damages,

* Begin mitigation to prevent further
damage,

* Isolate any threats to health and
safety,

* Document and photograph
damages.

All damage or theft of property are
subject to review by the Safety
Review Committee.

The Safety Review Committee meets
monthly to review property theft
and/or damages, initiate corrective
action, or determine whether the
theft or damage was preventable.
The committee may contact the
investigating supervisor for clarifying
questions.

The Safety Review Committee will be
responsible for follow‐up and
tracking theft and property damage
data.

