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_____________District

RISK MANAGEMENT – DESK REFERENCE GUIDE
Risk Manager:  ___________
 

Office: ___-___-____  
 
 Cell: ___-___-____
RARM:  _________________


Office:
 ___-___-____

  Fax: ___-___-____
Occupational Medical:
 

___________________________________ 








Clinic:    ___-___-____









Mon - Fri _AM – _PM / Sat – Sun _AM – _PM

Afterhours Emergency: 


___________________________________
ASCIP Risk Services:   


16550 Bloomfield Ave., Cerritos, CA 90703
Phone: (562) 404-8029
	Situations
	School / Office Staff Responses

	

	ACTIONS INVOLVING STUDENTS

	Student Injury at School
	1) Do not hesitate in calling 911 - District insurance will pay ambulance bill, but not the emergency room or doctor bills.

2) Provide medical care depending on the severity of injury.

3) Notify Nurse, Parent and District Office according to school site policy.

4) If an ambulance is called, a 911 email notification must be sent immediately to District Office with basic information:  emergency_team@___.___.ca.us
5) Anytime a Student is transported to the hospital, District Office must be notified directly – Superintendent’s Office must be notified. 

6) Office Manager will complete form and return to Risk Management:  fax: ___-___-____ or email: risk_management@___.___.ca.us
7) Forward completed Student Incident Forms to Risk Management (Originals).


8) All Student incident Information must remain Confidential.

	Reasonable Suspicion of  Student Abuse or Neglect
	1) Keep calm.  Tell the child you believe her or him.  Show interest and concern.  Reassure and support the child.  Take action – it could save the child’s life

2) Mandated reporters must make a report immediately (or as soon as practically possible) by phone to local law enforcement.  phone: ___-___-____
3)  A written report must be forwarded within 36 hours of receiving information regarding the incident. Written reports must be submitted on a Department of Justice (DOJ) SS 8572 form.  A sample form SS 8572 can be found at http://ag.ca.gov/childabuse/pdf/ss_8572.pdf .
4) All Student incident Information must remain Confidential.

	Head Injuries/ Concussions
	1) Follow Health Services (nurses) guidelines:  assessment and parent notification. 
2) Ensure that all coaches receive training on concussions.  This training may be fulfilled by taking the course at http://nfhslearn.com/courses/38000 .
3) Ensure Education Code § 49475 compliance with concussion protocols.

	If it’s a hot or humid day
	1) Provide heat illness prevention in compliance with the California Code of Regulations, Title 8, Section 3395
2) Include conditions for the provision of drinking water, shade (when temperatures exceed  80 degrees F), and preventative, cool-down rest (especially, when temperatures exceed 95 degrees F).

3) If feasible, use heat index indications in lieu of temperature only.

	ACTIONS INVOLVING WORKERS

	Employee Injured at Work


	1) All injuries must be reported to Risk Management/RARM within 24 hours.

2) If the injury or illness is an emergency, dial 9-1-1.

3) If an ambulance is called, a 911 email notification must be sent immediately to District Office with basic information:  emergency_team@___.___.ca.us
4) Office Manager completes the following:

a. Supervisor Report of Employee Injury Form

b. DWC-1 Claim Form (sections 9-18) (Only if medical treatment received) 

c. Occupational Medical Authorization Form

d. If employee is pre-designated form must be on file prior to incident.

5) Employee completes the following:

a. Show Us Where it Hurts Form 

b. Medical Offering Form (if employee declines treatment)

c. DWC-1 Form (sections 1-8 – provide a signed give copy – only after clinic visit)

d. Facts for Injured Workers and WellComp MPN

6) Forward completed forms to Risk Management fax: ___-___-____ or email: risk_management@___.___.ca.us
7) Forward completed forms to Risk Management (Originals).

8) Principal investigates accident and takes corrective action in coordination with ASCIP.

9) Employee must provide a written medical status report upon returning to work. 

10) District Office decides to accommodate if doctor prescribes work restrictions in coordination with ASCIP.

	If an Employee’s car is Vandalized at School
	4) Notify Risk Management:  ___-___-____.

5) Office Manager provides claim form to Employee.

6) Principal verifies claim information and signs.

7) District Office may pay for vandalism, not damage caused by burglary/or traffic accident

	Personal Property
	1) Contact Risk Management in advance for liability assessment and minimization.

2) Must be registered annually with District Office.

3) District Office will not pay for losses exceeding $___.

	Illness and Injury Prevention Reminders
	1) A work order must be submitted into Maintenance and Operations for unsafe conditions. (do not assume others will do it – take the initiative)

2) Encourage staff members to follow safety rules (example: use the correct tools for the task, no standing on tables instead of using approved ladders/stools.)  

3) Communicate to others when conditions change.  (example: if paper cutters are sharpened let others know that the blade sharp)  Remember:  users must be at least 18 years of age.   

4) Ensure that employees are trained regularly and in accordance with approved schedules to do the task expected of them.
5) Keep accurate training records,

	ACTIONS INVOLVING VOLUNTEERS

	Volunteers and Other Visitors
	1) Identify category of volunteer.

2) Ensure that, as applicable, the district School Volunteer Application is on file.

3) Ensure that volunteers submit their fingerprints to both State and National databases and are checked against the California Department of Justice, Sexual Offender (Megan’s Law) website. 

4) As applicable, obtain Tuberculosis clearance card. 

5) Require sign in and volunteer identification badge that are be surrendered at the conclusion of the day’s volunteer activity.

	Parents/staff members driving students
	1) Office Manager forwards form, DMV record, and proof insurance to Risk Management. 

2) Risk Management will review DMV report and approve or reject driver. 

	Agency Inspections

(OSHA/Fire)


	1) School site should notify District Office / Risk Management / Maintenance Department.

2) Annual Fire Inspection generally unannounced and scheduled in __________.

3) OSHA inspections are never announced.  Politely ask inspector to wait until District Office personnel can accompany them during their visit. 

	Emergency Radios


	1) Office Managers are responsible for maintaining their site emergency radios.

a. Radios must be charged and set to the dedicated site channel.

b. Back-up persons must be identified and trained on radio use.

c. Unannounced radio drill exercises are scheduled throughout the year.

2) Instructions for radio use and maintenance are posted on the District website.  

	ACTIONS INVOLVING ADMINISTRATION

	Back to School

Reminders
	1) Safe Routes to Schools posted in main office and distributed to parents.

2) Visitors’/volunteers’ sign-in book set-up and visitors’/volunteers’ issued badges.

3) Emergency radio charged, set for (Channel 1), back-up personnel identified.

4) Playground and traffic safety personnel issued high visibility vests.

5) New staff members safety review conducted (how to use phone,  drill schedule, lockdowns)

6) Finalize schedule for monthly and quarterly drills sent to District Office (fire/ lockdown) 

	Entering into Contracts (Purchase Orders, Administrative Agreements, Rental Agreements, Permits, MOUs, Leases, Grants, etc.) 
	1) Office Managers and Principals are not authorized to sign or otherwise enter into contracts.  Execution of contracts is subject to the review, authorization, and/or approval of the Trustees.

2) In general, the District prefers to use its own boilerplates for contract construction.  Specifically, indemnification and insurance requirements are subject to Risk Management approval.



	Certificate of Insurance or Coverage
	1) School or individual will contact Risk Management. ___-___-____.

2) Please allow five (5) working days to process the certificate of coverage.

	Purchasing Equipment/ Supplies 
	1) Office Managers should contact the District Purchasing Department for guidance for these materials:   1) Ladder recommendations 2) Flame retardant materials and fabrics 3) Electrical surge protectors 4) Emergency Supplies 5) Chemicals, including laboratory and cleaning solutions.
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