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PURPOSE: This document establishes internal Office of Environmental Health and Safety 

(OEHS) procedures for responding to a serious injury or accident that occurs at a 
District site or involves District students or staff.  The purpose of the OEHS accident 
investigation is to identify the root causes and contributing factors that led to the 
incident and to ensure adequate measures have been implemented to prevent similar 
occurrences District-wide. 
 

  

 
BACKGROUND: 
 
 
 
 
 
 
 
 
 
 
 
PROCEDURE: 

A serious accident for the purposes of an OEHS investigation will include any 
incident that involves loss of life, dismemberment, disfigurement, notification to 
Cal/OSHA within 8-hours of occurrence or multiple people involved that require 
hospitalization.  This in-depth analysis of the incident does not preclude the 
requirement by the site administer or direct supervisor to complete their investigation 
and submit it through the District’s Incident System Tracking Accountability Report 
system.  The OEHS investigation shall be completed in a timely manner as 
information is made available but no longer than 3 weeks from the time of the 
incident.  Revisions to the report may be submitted after that time if new information 
is discovered. 
 
 
I.     NOTIFICATION  
 

OEHS staff may be notified of a serious accident or incident in a variety of 
ways.  Possible sources are listed below. 
 

A. Direct notification from the site or involved party to an OEHS staff 
member or the Duty Officer. 
 

B. Direct notification from a related District office such as School Police, 
Student Medical Services, Nursing Services, Division of Risk 
Management and Insurance Services, Facilities Services Division, 
School Operations, Transportation, Food Services, etc. 
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C. Daily review of ISTAR report by the Duty Officer or OEHS Supervisor 
that involve the following incident types: injury, accident, medical, 
death, environmental, facilities or vehicular. 
 

D. Review of daily workers’ compensation claims report provided by the 
District’s third party administrator, Sedgwick CMS. 

 
E. Direct contact from a parent or third party who is associated with the 

injured person. 
 

F. Outside regulatory agency that has been notified of the incident such as 
California Occupational Safety and Health Administration (Cal/OSHA), 
Fire Department, Building and Safety, Environmental Protection 
Agency, etc. 

 
All serious injuries and accidents must be immediately reported to the 
designated Environmental Safety Officer (ESO) for that Local District or 
Educational Service Center and the ESO’s direct supervisor. The supervisor 
shall notify the Environmental Health Manager of Safety and Industrial Hygiene 
(EHM) and confer as to whether a formal OEHS investigation will be initiated.  
 
An OEHS representative will be assigned as the point person to conduct the 
investigation, gather all pertinent data and draft the final report.  The nature of 
the incident as well as the District offices involved with the incident will be 
taken into account when assigning the point person.  Staff will specific 
certification or expertise may be needed for certain types of incidents.  
Examples include unsafe playground equipment, traffic accidents, mechanical 
equipment failure, chemical release and exposures.   
 

 
II.   INVESTIGATION & RESPONSE 
 

The assigned OEHS representative shall take the following actions: 
  

A. Ensure that adequate measures have been taken to mitigate any 
safety hazard that exists or contributed to the incident.  At a 
minimum, temporary measures must be put in place if a permanent 
solution is not possible at that time.  The prevention of additional injury 
or accidents is the ultimate objective of OEHS and a priority..  
 

B. Review any pertinent information that is available such as the 
Injury/Accident Investigation Report within ISTAR, the OEHS Contact 
Log and/or the Daily Report of Workers’ Compensation Claims. 
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C. Ensure the Division of Risk Management and Insurance Services is 
notified of the incident.     

 
D. Conduct a site visit where the incident occurred to document physical 

conditions that exist by taking photographs and/or creating schematics.   
 
E. Interview and procure written statements (if possible) from the injured 

party, any witnesses or parties that have relevant information pertaining 
to the incident or events leading up to the incident. 

 
F. Meet with the site administrator and other pertinent parties involved 

while investigating the events that led up to the incident and record the 
actions taken thus far.  Collect any and all documents including 
maintenance records, photographs, training documents, equipment 
manuals,  

 
G. Ensure that mandated notifications to regulatory agencies are made in a 

timely manner and act as the liaison in responding to any related 
citations. Regulatory agencies that OEHS typically interacts with include 
the local fire authority, Department of Building and Safety, Cal/OSHA, 
Department of Toxic Substances Control, Department of Public Health, 
South Coast Air Quality Management District and the Environmental 
Protection Agency.  

 
H. Immediately issue a Corrective Action Notice to document the site visit 

and identify required actions. 
 

 
III.  DOCUMENTATION 
 

The OEHS representative shall draft a confidential Serious Incident Report that 
summarizes the events that occurred and lists the parties involved.  The report 
will list findings that contributed to the event and provide recommended follow-
up actions.  All supporting documentation, such as photos, witness statements, 
accident reports, corrective action notices, etc. will be included in the exhibits.   
 
Specifically, each report will contain the following sections: 

 

A. Following the cover, the report shall have a page that lists the type or 
nature of the accident or incident.  This page will be titled “Accident or 
Incident Investigation Factual Report”.  The exact location and date/time 
of the incident shall be noted.  The names of the  responding OEHS 
representatives will also be included on this page. 
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B. The first section will be titled “Summary of Events”.  This section shall 

be a narrative description of the nature of the incident.  Pertinent 
information shall be included as described in Section II of this 
procedure.  Great care must be taken not to come to any conclusions 
before all investigatory evidence is gathered.   The narrative must 
provide all the necessary information for an uniformed reader to fully 
understand what happened without prior knowledge. 

 
C. The second section will be titled “Initial Findings”.  All findings must be 

individually numbered and provide an outline of root causes that the 
OEHS representative determined played a role in the incident or 
accident. 

 
D. The third section will be titled “Preliminary Conclusions” and will have 

a brief narrative of the OEHS representative’s conclusion of what, why 
and who caused the incident.  This conclusion will be based upon the 
findings in the previous section.   

 
Additional investigation may be necessary as determined by the 
investigator in consultation with the supervisor.  For example, it may be 
necessary for the school or department management involved in the 
incident to take further actions.  The school or department is responsible 
for disciplinary actions as related to their employees.  Since OEHS may 
not directly supervise involved persons, we may direct further actions by 
the school or department.   

 
If additional information is received, the OEHS respresentative will 
either augment the Priliminary Conclusions section or add an additional 
section titled “Final Conclusions” which will tie together all the 
investigatory pieces of evidence into a closing statement. 

 
E. The report must also include pertinent attachments referenced in the 

report.   Examples include photographs, ISTAR Incident Report Forms, 
work orders, schematics, equipment information, witness statements, 
Material Safety Data Sheets, Corrective Action Notices, etc.   All 
attachments will be properly labeled to ensure clear comprehension by 
the reader. 

It is very important to preserve confidentiality in all aspects of report 
generations and dissemination.  In some cases, redaction of names and personal 
information may be necessary.  Consult with your supervisor prior to 
disseminating any portions of your research or report.   
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As appropriate, the OEHS representative shall update the corresponding ISTAR 
report with any relevant follow-up actions. 
 
A draft report shall be provided to the person’s direct supervisor within three 
weeks of the incident unless more time is permitted in advance by the 
supervisor.  Based upon the nature of the incident, this time frame may be 
adjusted by the supervisor in consultation with the EHM.  Once final edits are 
completed the report will be provided to the EHM. 

 

 
IV.  VERIFICATION 

  
If the conditions or procedures that contributed to the accident are believed to a 
District-wide problem, then the EHM or Director may direct staff to conduct 
surveys throughout the District to assess the potential risk.  Verification and 
immediate correction of the condition are prudent to preventing the similar 
occurrences at all District facilities.  OEHS staff or other District offices will be 
provided guidance in conducting these surveys and required corrective actions. 
 
   

 
V.    COMMUNICATION 
 

OEHS staff may create and distribute guidance materials to schools and offices 
as deemed necessary by management to communicate the general findings of 
the investigation and identification of potential safety hazards.  This guidance 
may be in the form of Safety Alerts, Memoranda, Reference Guides or Bulletins 
in accordance with District policy for the distribution of these documents. 
 

 
RELATED 
RESOURCES: 

 
 
OEHS Website: http://www.lausd-oehs.org.  
Safety Alert 04-14 Accident Investigation and Reporting, April 12, 2012 
Bulletin 5269.0 Incident System Tracking Accountability Report,  
November 12, 2010 
Bulletin 3772.1 Injury and Illness Prevention Program Requirements, May 19, 2009 
Safety Alert 02-09 Reporting Employee Injuries to OSHA, December 2002 
Safety Alert 05-09 Reporting School Air Quality and Health Concerns, August 2005 
 

 


