LINCOLN MEMORIAL UNIVERSITY

Incident Procedures

In the unfortunate occurrence that you are involved in any type of on/off campus accident, or whether in a university owned or rental vehicle, the following steps should be observed:
· A Lincoln Memorial University Incident Report must be completed by you located at http://www.lmunet.edu/finance/index.html  or is available in the Human Resources Office or Risk Management Office.

Auto loss or general liability loss
· Seek medical assistance for any injured persons if necessary

· Report the loss as soon as possible to the Risk Management office at ext. 6390 or campus security at ext. 6338 or 423-526-7911
· DO NOT ADMIT FAULT or OFFER PAYMENT
· DO NOT DISCUSS the occurrence with anyone except the Risk Management office, a campus security officer, the police, or our insurance carrier
· Discussion regarding university insurance policies should be directed to the Risk Management office
· Preserve any evidence.  Take a photo if possible

· As soon as possible, in your own words, write down a description of the event and forward to the Risk Management office.  Complete online incident report. 

· Obtain witness names, addresses, and phone numbers 
· Should anyone receive a lawsuit relating to the accident, contact the Risk Management office

Vehicles are university property, only university employees or persons who have been approved by the university and added to the insurance policy are allowed to operate a vehicle.  To operate a 15 passenger van, additional training is required and the operator must be at least 25 years of age.
Property Loss 
· If injured, seek medical assistance as soon as possible
· Report the loss as soon as possible to the Risk Management office at ext. 6390 or campus security at 423-526-7911 or ext. 6338

· Do not discard any damaged property.  The insurance company may need to inspect the scene and any damaged property
· Take pictures of loss site if possible

· Take all reasonable steps to protect the property from further damage

· Preserve any evidence relating to the cause of the loss

· As soon as possible, in your own words, write down a description of the event and forward to the Risk Management office. Complete online incident report.
· Notify campus security or the police if a law has been broken

Work related injury or other injury
· Seek medical assistance for serious injury as soon as possible

· Notify immediate supervisor as soon as possible
· Preserve any evidence that may be applicable to the occurrence

· Obtain witness names, addresses and phone numbers

· Notify Human Resources at ext. 7157 and the Risk Management Office at 6390, or campus security at ext. 6338 or 423-526-7911
· As soon as possible, in your own words, write down a description of the event and forward to the Human Resource and Risk Management offices.  Complete online incident report.
· DO NOT DISCUSS the occurrence with anyone except the Human Resource office or Risk Management office
All media questions and inquires are to be directed to the Director of Public Relations at ext. 6389
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