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ADMINISTRATIVE
ECURI TY AND SAFETY
POLICIES AND PROCEDURES MANUAL SECU S

SUB-TOPIC

REPORTI NG MEDI CAL EMERGENCI ES AT UTD RI CHARDSON CAMPUS

A Enpl oyees:
1. St eps for Obtaini ng Assi st ance:

a. For non life-threatening accidents or sudden illness, call the
University Police, ext. 2331. The Police will contact Student
Heal th Servi ces when appropriate.

b. If the injured person is able to wal k, assist and acconpany the
person to the nearest canpus tel ephone and contact the Police
Department for assistance (ext. 2331).

C. If the injured person is unable to walk, if a neck or back injury is
suspected, if there is serious bleeding or if a heart attack is
suspected, etc., instruct the person to lie quietly and call "911."

d. When calling for aid, provide the following information
1.) Call er's nane and nearest tel ephone extension to accident;

2.) Type of injury;

3.) Severity of injury;

4.) Nunmber of persons invol ved;

5.) Location of injured person (building, floor, nearest room or

t he equival ent);
6.) Any additional information to aid the response of the Police
or Fire Departnent;
7.) DO NOT hang up first; be sure the Police/Fire Departnent has
all the necessary information
e. | f possible, one person should stay with the injured and another
shoul d be posted at the entrance of the area to direct the
respondi ng unit.
f. | f possible, a UTD enpl oyee or supervisor should acconpany the
injured enployee to the hospital. The Safety Ofice
should be notified at this tine for Wrkers' Conpensation |nsurance
(WCl') verification (883-2381).




DATE | SSUE REVI SI ON PAGE
6/21/02 6 H3-122.0.1

SUBJECT

ADMINISTRATIVE SECURI TY AND SAFETY
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

REPCRTI NG MEDI CAL EMERGENCI ES AT UTD RI CHARDSON CAMPUS, Conti nued

2.

I f emergency roomcare is required, the injured party may choose
Medi cal Center at Plano 9/596-6800 or Bayl or/ R chardson Medi cal
Center at 9/498-4000. Each hospital has a doctor on duty twenty-
four hours each day. Normal procedure calls for the hospital

admi ssions desk to phone the University Human Resources O fice for
verification of enployment between the hours of 8:00 a.m and 5:00
p.m, Monday - Friday. The University Police has an up-to-date
listing of all enployees and should be contacted after hours and on
weekends.

Ener gency Response by University Police:

a. Mnor first aid treatnent will be provided in the Police Departnent
Ofice, PG 1.210.
b. If a distress call is received, University Police will imrediately
be sent to the site of the accident and an anmbul ance will be called
i f needed.
C. The Police Ofice will immediately notify the foll owi ng peopl e of
serious incidents:
1.) Safety Ofice (W Representative)
2.) Seni or Vice President for Business Affairs
3.) Fam |y
4.) News and Information Services Ofice
d. The University Police Ofice will be able to verify for the
hospi t al

adm ssions desk that the injured person is an enpl oyee of UTD.
Since the Safety Ofice has the only authority to verify

Wor kers' Conpensation, the University Police Ofice should direct
the hospital to call the Safety Ofice for insurance infornmation.
If the incident occurs after hours, the hospital should be
instructed to contact the Safety O fice in the norning.
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3.

Reporting Procedures, Recordkeeping, Corrective Action:

a.

By the Supervisor:

1.)

2.)

3.)

4.)

The Safety Ofice, ext. 2381, nust be notified inmediately in
the event of an injury or illness which has occurred during
the performance of job duties. |If the incident occurs after
hours, a message should be left for the norning supervisor to
notify the Safety Ofice at 8:00 a.m

Fol I owi ng an accident or injury, supervisors are responsible
for conducting an investigation to deternine the cause. The
Safety Office is available to assist in this endeavor.

Supervi sors are responsible for conpleting an official

Acci dent Report Form (see Exhibit H5) and returning it within
twenty-four (24) hours. The original copy should be sent to
the Safety Ofice, ext. 2381, Miil Station PP1l. For details
regardi ng the Accident Report Form see Workers' Conpensation
I nsurance Reporting, D4-170.2 and Exhibit H5.

Supervisors will consult with the Safety Ofice to ensure that
corrective nmeasures are taken in all appropriate areas.

By the Police:

1.)

2.)

3.)

4.)

University Police will investigate the accident and file a
written report of each incident (see Exhibit Hl). Were
necessary, photographs will be taken of the scene of the
accident and kept with the file. Any pertinent evidence wll
be held by the Police.

A copy of the Incident Report for all enployee injuries wll
be sent to the Ofice of the Senior Vice President for

Busi ness Affairs to deternine if Workers' Conpensation

I nsurance is involved.

A copy of the Incident Report for all accidents resulting in
injury or property damage will be sent to the Safety Ofice.
A copy of the Incident Report for all accidents or injuries
sustai ned on canpus will be sent to the Senior Vice President
for Business Affairs.
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By the Safety Ofice:

1.)

The Safety Ofice will maintain a file, including photographs
where applicable, of all accidents and injuries occurring on
the UTD canpus. The Accident Report will be sent to the
Safety O fice after review and approval by Director or

Depart nent Head.

The Safety Ofice will review all Accident Report Forns and
make recomendations for corrective actions. Copies of these
forms will be distributed to Human Resources, the Police
Department and the departnent in which the injured party is
enpl oyed.

Measures will be taken by the Safety O fice to see that
corrective action is taken where appropriate.

The Safety O fice has the only authority to verify Wrkers'
Compensation. |If the injury occurs after normal business
hours, the hospital/doctor should be instructed to call the
Safety the follow ng norning at 883-2381.

No review or reinbursement of clainms can occur until a
properly conpl eted Acci dent Report Form has been filed with
the Safety Ofice.

The WCI Representative will forward all accident information
and resulting nedical bills to the U T. System W Dallas

O fice for review and rei nbursenent.

If it is determ ned that the accident is not covered under
Wor kers' Conpensation Insurance, the Safety Office will notify
t he enpl oyee to assune responsibility for the paynent of
bills.

By the Recreational Sports Departnent:

1.)

If injury to an enpl oyee occurs while on the intranural fields
or while playing for an intranural team the Recreational
Sports Ofice will conplete an Intranmural or Recreation Injury
Report (see Exhibit H3).
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2.) Wthin twenty-four (24) hours, a copy of the Injury Report wll
be sent to the foll ow ng:
a.) Uni versity Police
b.) Safety Ofice
c.) Sr. Vice President for Student Affairs and Externa
Rel ati ons
d.) Enpl oyee

B. Visitors and Guests: In the event the injured or sick person is not an enpl oyee

or student of the University, help should be sunmoned using the procedure outlined
for enployees. However, if hospital care is necessary, the visitor should be
asked to designate the hospital of his/her choice. |If the person is not

consci ous,

the Police Departnment should request the paranedi cs acconpanyi ng the

anbul ance to take the person to the hospital best equi pped to handle the

emer gency.
C. St udents:
1. Steps for Obtaining Assistance
a. For non life-threatening accidents or sudden illness of a student,
call the University Police, ext. 2331. The Police will notify the
Student Health Center
b. If the injured person is able to wal k, assist and acconpany the
person to the Student Health Center in the Student Union, Room
SUL. 606, during normal office hours; after hours, call 2331 for
assi st ance.
c. If the injured person is unable to walk or if the injury necessitates
that the person should not be noved, tell the person to lie quietly
and call "911."
d. Wien calling for aid, provide the follow ng information

1.) Caller's nane and the nearest tel ephone extension to the
acci dent ;
2.) Type of injury;
3.) Severity of injury;
4.) Nurber of persons invol ved;
5.) Location of the injured student (building, floor, nearest room

or the equivalent);
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6.) Any additional information to aid the response of the Police or
Fire Departnent;

7.) DO NOT hang up first; be sure the Police/Fire Departnent has all
t he necessary infornation.

| f possible, one person should stay with the injured and another

shoul d be posted at the entrance to the area to direct the responding

unit.

I f possible, a UTD enpl oyee shoul d acconpany the student to the

hospital .

If the student is conscious, he/she shoul d designate the hospital of

hi s/ her choice. |In the event the student is unconscious, it then

becones the responsibility of the paranedics to designate the hospital

best equi pped to handl e the enmergency. The hospital staff will notify

the UTD attendi ng physi ci an.

2. Energency Response by Student Health Services and/or University Police:

a.

First aid treatnent will be provided in the Student Health Center,
SUL. 606. If the Student Health Center personnel are not avail abl e,
first aid treatnment will be provided in the Police Departnent,

PGL. 210.

The University Police will immediately notify the Student Health
Center. |If the call is received by the Student Health Center first,
they will inmediately notify the University Police.

I f needed, an anbul ance will be called by the University Police.
The Police Ofice will immediately notify the foll ow ng peopl e of
serious incidents:

1.) Fam |y

2.) Safety O ficer

3.) Director of Student Counseling and Health Services

4.) News and Information Services Ofice
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3.

Reporting Procedures, Recordkeeping and Corrective Action:

a.

By Health Center:

1.)

2.)

The Health Center will conplete an Oficial Accident Report

Form for each incident (see Exhibit H2).

Wthin twenty-four (24) hours of the incident, a copy of the

Accident Record will be sent to each of the follow ng:

a.) Uni versity Police

b.) Safety O ficer

c.) Seni or Vice President for Student Affairs and External
Rel ati ons

d.) Coordi nator of Recreational Sports (for Recreational
Sports participants only)

e.) St udent

f.) Asst. VP for Student Affairs and Dean of Student Life

g.) Di rector of Counseling and Health Services

By the Police:

1.)

2.)

3.)

4.)

5.)

University Police will investigate the accident and file a
written report of each incident.

A copy of the Incident Report for all accidents resulting in
injury to the student will be sent to the Safety Ofice.

A copy of the Incident Report for all student injuries wll
sent to the Student Health Center.

A copy of the Incident Report for all sponsored sports or
recreational activities will be sent to Recreational Sports.
A "Prelimnary Sunmary Report - Possible daimUnder Texas
Tort Clains Act" formw |l be conpleted and submitted to the
O fice of the Senior Vice President for Business Affairs for
revi ew (see H3-150.0).

By the Recreational Sports Ofice:

1.)

If injury to a student occurs while on the intranmural fields
or while playing for an intranmural team the Recreational
Sports O fice nust conplete an Intranural or Recreation Inju
Report (see Exhibit H3).

be

ry
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d.

2.)

Wthin twenty-four (24) hours, a copy of the Injury Report

will be sent to the follow ng:

a.) Uni versity Police

b.) Safety Oficer

c.) Seni or Vice President for Student Affairs and External
Rel ati ons

) Student Health Center

) St udent

»)

- 0 Qo

Asst. VP for Student Affairs and Dean of Student Life

By the Safety O fice:

1.)

2.)

The Safety Office will maintain a file of all accidents and
injuries occurring on the UTD Canpus.

Measures will be taken by the Safety Ofice to see that
corrective action is taken where appropriate.
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