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POLICY:

It is the policy of the Columbiana County Mental Health and Recovery Services Board to provide
a process whereby minor incidents, accidents, or injuries are reported are investigated. The
procedure covers employees, volunteers, Board members, clients, visitors, and other people on
Board premises.

A reportable incident is one which:

results in personal injury (including injuries requiring first aid, medical attention,
lost time from work, or property damage)

involves a “near miss incident or accident” (has the potential to result in personal
injury or property damage even though no injury or damage actually occurred)

. involves a fire or explosion
. involves any unsafe practices and unsafe acts
. occurs to any person on Board premises
. occurs to any Board employee or volunteer during the course of his or her work on
or off Board premises
. occurs during the course of Board-sponsored events, on Board premises, or off
Board premises when under the sponsorship of the Board
PROCEDURES:
1. Staff are to report incidents involving themselves, clients, volunteers, Board members or
visitors according to this procedure.
2. All reportable incidents must be reported within 24 hours using the Board’s Incident Report
form.
3. The information requested in the Incident Report will include the following:
. Name and details of the person reporting the incident
. Date, time, and location of the incident
. Details, if known, of the injured person(s)
. Type of incident
4. The form is to be submitted to the Safety Officer (Executive Director).
5. If the medical emergency appears to be potentially life threatening, or if the person refuses
referral due to inebriation or mental iliness, the local police department can be contacted

to assist the Board in securing medical assistance. Police may be called directly or the
PANIC button used to summon police. See procedure described below.
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6.

The Safety Officer will promptly investigate the circumstances of any accident and
document action taken. The purpose of the investigation is to provide a systematic effort
to gather all relevant facts, to establish responsibility, to identify trends that might be
developing, and to determine why and how the incident occurred in order that conclusions
and recommendations can be made about what can be done to provide a safer work
environment and prevent a recurrence.

Staff injured (with a non-life threatening injury) as a direct result of doing their job, must
immediately report the injury to their supervisor or the Safety Officer.

. An Injured Worker’s Kit must be obtained from the Fiscal/MIS Manager and an
Employee Injury/lliness Report completed and returned to the Safety Officer.

. Staff must seek medical services from a BWC provider (the only BWC provider as
of now for Columbiana County workers is Beeghly Medical Center in Boardman).

. If medical treatment is not sought immediately, but sought at a later date, staff must
report the visit to the Safety Officer within 24 hours of treatment.

. Shoeing Board ID will ensure all bills and necessary documents are sent to the
correct address for processing and billing.

. The Fiscal/MIS Manager will work with staff to process the workers’ compensation
claim.

In the case of a critical (life threatening) injury, the priority is to obtain prompt treatment for
the individual involved. An ambulance will be summoned and the person taken to the
closest emergency room.

a. The PANIC buttons can be utilized to summon emergency assistance. PANIC
buttons are the first four keys on the key panel pad. When these keys are held, a
message is sent to the security office.

. Press Key 1 and Key 2; hold in for three seconds and the POLICE will be
dispatched.

. Press Key 2 and Key 3; hold in for three seconds and the AMBULANCE will
be dispatched.

. Press Key 3 and Key 4; hold in for three seconds and the FIRE
DEPARTMENT will be sent.

. The PANIC buttons are labeled and instructions for using the PANIC button

are visually displayed on the alarm system panel located on the wall by the
main entrance.
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b. Staff may also contact ambulance companies, a police, fire department, etc.,
directly by utilizing the EMERGENCY TELEPHONE NUMBERS chart (attached)
located in each first aid kit and in a yellow file folder marked Emergency Telephone
numbers under the telephone in the main reception area.

C. In cases of a serious injury, the hospital emergency room should be called to
provide a description of the person’s injury.

d. The Administrative Secretary will contact the injured person’s emergency contact
listed in the individual’s personnel file.

e. Staff should stay with the injured person until relieved by ambulance personnel.

f. The area where the accident or injury occurred should be made safe, and any
immediate danger removed (if safe to do so). If the accident is of a serious nature,
the area involved may have to be cordoned off and access restricted until a full
investigation has been carried out.

g. The Safety Officer (Executive Director) is to be notified by telephone that a critical
injury has occurred.

h. After appropriate treatment has been given, staff are to complete the Incident
Report form following agency guidelines.

i The injured or ill person SHOULD NOT attempt to drive herself or himself to the
hospital.

9. Incident reports are reviewed yearly by the Safety Officer and results incorporated in the

Board’s CQl Plan to:

. Ensure use of proper procedures for medical incidents;

. Identify patterns and trends;

. Identify corrective action needed regarding each incident, and

. Identify training needs.
10. Board staff will receive annual training in office safety and safe office practices.
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