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University Place School District #83 

Accident / Incident Reporting 

 

 

Copy to Worker’s 

Comp & ESC File 
Reviewed by Safety Committee 

Send to Payroll Assistant at ESC 

Supervisor 

completes 

Supervisor’s 

Investigation 

Report 

Committee to report and log 

resolution of action 

Committee to log new item, 

suggest action to be taken 

Filed at ESC 

Reviewed by Risk Manager and sent 

to Risk Management Pool 

RM Review 

Needed. Send to 

ESC Receptionist 

No review 

needed.  Submit 

Work Order 

 

Principal completes UPSD 

Accident/Incident Report Form 

Risk Management Track 

Students, Parents, Community 

Members, Employees 

(not L & I injury) 

L & I –  

Worker’s Compensation Track 

Employees injured during 

employee work time only 

Filed at ESC 

Employee 

completes 

Accident 

Report. ** 

Reminders: 

 When filling out reports – facts only, no opinions or admission of fault 

 Read carefully what has been written by employee 

 Response to “How” on Supervisor Investigation Report very important.   

Call Director of Business Services for assistance. 

 It’s okay to say “instructed employee to follow district procedures” or “instructed employee to be 

more careful.”  Many accidents happen because of employee carelessness or failure to follow 

procedures.  Please don’t assume the district is at fault somehow. 

**  Employee must complete  

on-line PSWCT Accident 

Report if time loss or medical 

treatment needed. 


