INTERNAL AUDITING DEPARTMENT

CALCASIEU PARISH SCHOOL BOARD

P.O. Box 800

3310 Broad St.
Lake Charles LA 70602-0800

(337) 217-4190

To:  All Extended Day Principals

       All Extended Day Site Directors
       All Extended Day Bookkeepers
From:  Charles D. Duhon, Internal Auditor

Date:  March 22, 2010

Subject: Extended Day Accident Procedures

I have received several complaints from the Risk Management Department that Extended Day Programs are not following the appropriate procedures whenever a child is injured during Extended Day.  Effective immediately, the following procedures must be completed for all accidents that occur during Extended Day:

1.    A STUDENT INCIDENT REPORT MUST BE COMPLETED.  

· The original copy must be sent to the Risk Management Department.

· A copy must be sent to the Administrative Director (Mrs. Hicks).

· A copy must be kept on file at the school.

2.  THE TOP PORTION OF THE GREEN CLAIM FORM MUST BE COMPLETED BY EDP PERSONNEL.

· The green claim form must be stapled to the parent letter and should be given to the parent.  

3.  THE ACCIDENT CHECKLIST FORM MUST BE COMPLETED.

· The Site Director must sign the EDP Accident Checklist verifying that the  
Student Incident report was completed and the green Claim Form and Parent 
Insurance Letter were given to the parent.

· The parent/guardian must sign the EDP Accident Checklist verifying that they 
received the green Claim Form and Parent Letter.

· The EDP Accident Checklist must be kept on file at the school.

You will find the following forms attached:
1. Extended Day Program Accident Procedures

· This must be printed on red paper and be posted at your school where your Extended Day Program is located so that all EDP personnel are aware of the accident procedures.  (A copy of this form should be added as page B15 of your EDP policy manual.)

2. Extended Day Care Coverage Memo (Policy Number LA02)

· This memo was sent to all Extended Day Providers on August 1, 2009, by the 


Risk Management Department.  You are responsible for following the guidelines 


set forth in this memo.  (A copy of Policy Number LA02 should be added as 


page B16 of your EDP policy manual.)

3. Parent Letter
· This letter was sent to all Extended Day Providers by the Risk Management 


Department on August 1, 2009.  This letter should be given to the parent with the 

Claim Form for any accident that occurs during Extended Day.  (A copy of this 


letter should be added as page B17 of your EDP policy manual.)

4. Extended Day Program Accident Checklist

· An Extended Day Program Accident Checklist should be completed for any 


accident that occurs during Extended Day.  The Site Director must sign the form 


verifying that the accident procedures were followed, and the parent must sign 


the form verifying that they were given a claim form and parent letter.  This form 

is to be kept on file at the school.  (A copy of this form should be added as page 


B18 of your EDP policy manual.)
The Risk Management Department provided all EDP Site Directors with a packet at the August 12, 2009, EDP in-service.  This packet contained green Claim Forms.  If you need additional Claim Forms, please contact the Risk Management Department at 217-4240.

There is a blank copy of a Student Incident Report located in your EDP policy manual on page B5.

Be aware that serious injuries are to be reported immediately to the principal, the Risk Management Department, and the Internal Auditing Department.

Please familiarize yourself and your EDP staff on these accident procedures.  It is imperative that these procedures be followed for all accidents that occur during Extended Day.

If you have any questions, feel free to contact Brittany Elmer at 217-4190 ext. 2607.
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