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Definitions

 Accident:  an unplanned event that caused 
personal injury or property damage.  Even 
“minor” injuries (cuts or sprains) are 
considered accidents.

 Incident:  an unplanned, or “near-miss”, 
event that could have caused personal injury 
or property damage

 Serious Illness or Injury:  a condition 
requiring immediate medical assessment or 
treatment

 Minor Illness or Injury:  a condition that 
does not require immediate medical 
assessment or treatment.
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Reporting Responsibilities
 Employees and Students:

 Shall immediately notify their supervisor of any 
incident/accident.

 Supervisors/PIs and Instructors:
 Ultimately responsible for reporting employee or 

student incidents/accidents to University Police.
 Complete and submit the necessary reporting 

forms within 24 hours.
 Note for serious illness or injury, contact 911 for 

medical attention.

 University Police:
 Shall respond to all reported serious incidents or 

accidents.
 Shall notify Environmental Health and Safety of all 

incidents/accidents. 4



Reporting Forms

 DA 2000 – Employee Reporting
 Supervisors/PIs document employee

incidents/accidents on the first page of the form. 
Provide copies to Environmental Health and 
Safety (EH&S) and Human Resource 
Management (HRM).

 Supervisors/PIs document employee
incidents/accidents sustained during medical 
procedures at hospitals and clinics, completing 
the entire form, including the Root Cause 
Analysis portion.  Provide copies to EH&S and 
HRM.
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Example of an 
acceptable DA 2000

To the right is an example of 
how to properly complete the 
form:
•Be sure not to leave any 
fields blank.
•Ask person(s) involved to 
describe what happened.
•Describe in as much detail as 
possible how the Incident 
/Accident occurred.  Include:

•Date, Time, Employee’s 
name, Procedure Involved, 
Name of Device or 
Equipment used, Injured 
Body Parts, PPE used, 
Personnel Present, 
Contributing Factors, Repeat 
Occurrences, etc.

•Describe the exact location 
where the event occurred.  
Include:

•Type of room/location, 
building name, floor, room 
number, Department

•Notations such as “N/A” or 
“not applicable” are not 
accepted. 6



Example of an 
Insufficient DA 2000

Agency Information non-
specific (Baton Rouge, 
Shreveport, New Orleans?)
•Reporting date should be 
completed immediately 
following an Incident/Accident
•Job Title is incorrect.
•Details surrounding the event 
do not provide sufficient 
information.  Does not include:

•Date, Time, Procedure 
Involved, Name of Device or 
Equipment used, PPE used, 
Personnel Present, 
Contributing Factors, Repeat 
Occurrences, etc.

•Notations such as “N/A” or 
“not applicable” are not 
accepted.
•The location information is 
incomplete and does not 
appropriately describe the 
exact location the event 
occurred. 
•Be sure not to leave any fields 
blank. 7



Reporting Forms

 DA 1973-E1 Employer Report of 
Injury/Illness
 Instructors document student

incidents/accidents using the entire form. 
Provide copies to EH&S and HRM.

 Supervisors/PIs and instructors document 
employee accidents which involves an injury 
relating in medical expenses or worker’s 
compensation on this form and submit to Human 
Resources Management within 5 days.
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Example of an 
adequate DA 1973

•Be sure to fill out all 
applicable fields.
•Ask person(s) involved to 
describe what happened.
Describe in as much detail 
what work activity was the 
employee doing when the 
incident occurred.

•Give weight, size and shape 
of material or equipment 
involved; describe what 
procedures were involved, 
and indicate if correct 
procedures were followed.

•Describe in as much detail 
what caused the incident to 
happen:

•Give full details the events  
that resulted in injury or 
disease, what happened and 
how,  and include the name 
of any objects or substances 
involved.

•Describe in detail what part 
of the body was injured and 
the name of the injury/illness.
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Investigating the Incident/Accident
 Supervisors/PIs and Instructors

 Document the incident/accident using the 
necessary reporting form.

 University Police
 Conducts initial investigation.
 Notifies EH&S of all reported incidents/accidents.

 EH&S
 Conduct Root Cause Analyses and trend 

analysis.  Recommend changes in procedures as 
required.

 Provide recommendations to the General Safety 
Committee based on the result of overall 
incident/accident trend.
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Incident/Accident Reporting Summary
Employee  

Incident/Accident 
Occurs

Employee 
notifies 

supervisor.

Supervisor 
contacts 

University 
Police.

Supervisor 
completes DA 

2000 and 
submits copies 

to EH&S & HRM.

Supervisor completes DA 
1973 – E1 if accident 

involves employee medical 
expenses submitting EH&S 

& HRM copies.

Student 
Incident/Accident 

Occurs

Student 
notifies 

instructor.

Instructor 
contacts 

University 
Police

Instructor 
completes DA 

1973 – E1 form 
and submits 

copies to EH&S.
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