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Garnet Career Center 

Reporting and Investigating Accidents/Incidents 

Procedure 
 

It shall be the policy of Kanawha County Schools and Garnet Career Center to provide a safe and 

healthy environment free from unsafe conditions and unnecessary hazards. Accidents are 

undesirable, unplanned occurrences which can result in serious bodily harm, loss of time, 

property damage, and legal issues. It shall be the policy of KCS to take every reasonable.   

 

Reporting Accidents/Incidents:  It is the responsibility of each student or employee to 

immediately report any injury sustained to the immediate instructor or supervisor, regardless of 

whether or not medical treatment is required at the time. An accident report form shall be 

completed by the student and the immediate instructor or supervisor. Prompt reporting is needed 

to provide accurate data on the nature and cause of injuries in order that appropriate analysis and 

remedial measures can be undertaken.  

 

Investigating Accidents/Incidents:  It is the responsibility of the school administration to 

investigate all accidents or incidents in the facility.  

 

Guide for Responding to Emergencies: 

1. Evaluate the accident/injury/illness scene 

2. Direct any unaffected persons to a safer and secure area 

3. Call 911 and advise of situation, type of injury or illness 

4. Notify Principal’s Office 

5. Assess severity of injury or illness, render first aid if qualified to do so 

6. Use universal precautions if handling bodily fluids 

7. Assist emergency medical responders 

8. If scene is not safe, i.e. electrocution, downed wires, etc., wait for EMS 

9. Maintain classroom control and class roster information 

10. Do not move injured person(s) unless there is a threat or imminent danger 

11. If the medical emergency involves a staff member, the Incident Commander should assign 

someone to take control of the staff member’s classroom 
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