 (
VAA – Accident/Incident Reporting Procedures
)[image: ]

1. An Accident Report Form should be completed any time there is a Level 2 or 3 injury, illness, or accident involving a member or participant.  A Level 1-Minor illness/injury is noted in a log only and an Accident Report Form is not required. 

2. An Incident Report Form should be completed any time there is a significant behavior problem by a member or participant or other notable event involving a member or participant otherwise affecting a VAA program or activity.  

3. The Accident and Incident Report Forms should only be completed by VAA staff. If you did not witness the incident, please record the information provided by another person rather than having the non VAA staff person complete the form. Please complete and sign the form. 

4. The Accident and Incident Report Forms should just record the incident, not provide investigative comments or conclusions about fault. If you need additional space to record the facts, please attach a separate typed sheet of paper. 

5. If you or someone else has additional comments (such as your own investigation) or concerns about an incident, please put those in a separate typed memorandum marked "For Legal File Only" and forward that confidentially to the VAA Board of Directors, P.O. Box 240462, Apple Valley, MN 55124-9800 or Fax 952-432-3253.

6. As soon as you complete the Accident or Incident Report Form, give it to your VAA Board of Directors, P.O. Box 240462, Apple Valley, MN 55124-9800 or Fax 952-432-3253. 

Level 1 – Minor Injury/Illness 
Definition:  Affected person can return to activities immediately after first aid is administered (with 
observation). 
Example:  Knee abrasion, headache, bump. 

Level 2 – Serious Injury/Illness 
Definition: Affected person/child requires at least 1/2 hour rest or observation after first aid is administered. 
Example:  Bloody nose, vomiting, bumped head, first or second-degree burn, large cut or abrasion, stomach- ache, serious sprain. 

Level 3 – Major Injury/Illness 
Definition:  Affected person must seek medical help immediately or cannot remain at the site. 
Example:  Near drowning, broken bones, stitches, serious fall, profuse bleeding, heart attack, food poisoning, seizure, appendicitis.
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