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ACCIDENT REPORTS 

 
 
Adequate and prompt accident reporting is essential if similar accidents are to be 
prevented. If there are injuries or property damage, prompt reports are also vital in 
assuring the District of insurance coverage.  
 
Reports will be filed on accidents that take place on school property or that involve 
school vehicles, students, or staff members on school-sponsored trips, including staff 
members on authorized school business trips. Such reports are required whether or not 
there are any immediately evident injuries or damage to property.  
 
Any employee of the District who suffers a job-related injury/accident must file a report 
with the District business office within five (5) days after the date of occurrence. Should 
circumstances render the individual unable to submit such a report within five (5) days, 
the time limit may be extended.  
 
Injury accidents should be promptly reported to the District's liability carrier determined 
by the conditions established with the carrier. The meaning of promptly is defined in the 
District's insurance policy with the carrier.  
 
The administration shall establish procedures for filing accident reports, and shall make 
sure reports include details that 1) might be helpful in preventing similar accidents in the 
future, 2) are needed for filing insurance claims, and 3) might be important in case of 
litigation.  
 
Adopted:   date of Manual adoption  
LEGAL REF.:  A.R.S. 23-427  
    23-904 
CROSS REF.:  GBGC - Employee Assistance  

 GBGD - Workers' Compensation 
 


