
Risk Management 
Incident Reporting –
What, When and 

How to File Reports

2013 Risk Management Seminar

Incident Reporting
When to Submit?

 All incidents, accidents, or near misses that
reasonably could result in potential liability
to the State or result in a WSI claim should
be reported.

 Obligation to report exists even if there is no
adverse event or injury.



 Agency is expected to exercise judgment.

 Potential of third party claims from the incident, 
accident or near miss must be reasonable.  Near 
misses must be reasonably capable of repeating.

 Use legal and Risk Management staff as resources.

Incident Reporting
When to Submit?

 Agencies may use the incident reporting 
system for broader purposes.

 Incident reports should be completed as soon 
as practicable.  Expectation is that reports will 
be filed within 24 hours, if possible. 

Incident Reporting
When to Submit?



 Protect the State’s interests

 Preserve evidence

 Avoid impermissible destruction of documents

 Gather facts while memories are fresh

 Take corrective action

 Identify loss control measures

Incident Reporting
Why?

 Redundant retention of documents including 
less formal documents such as e‐mail.

 Gather information while fresh and maintain it 
separate from other agency files.

 Risk Management directed investigation 
documents are exempt from open records.

 Identification of cross‐agency practices, 
evidence, training needs, etc.

Incident Reporting
Why?



Incident Reporting
Special Note: 

Employment Practices Liability

When?

 Any claim of protected status and adverse or 
potential adverse employment action.

 Harassment and hostile work environment.

 Statutory violations, e.g. FLSA.

 Allegations of agency wrongdoing.

Incident Reporting
Special Note: 

Employment Practices Liability

Why?

 Investigative documents created before a report 
cannot be made exempt by later filing an incident 
report.

 EPL litigation is very costly and time consuming.

 Risk of personal capacity lawsuits.

 Missing or incomplete documentation is the single 
worst thing that can happen in most EPL cases.



Loss Control –
The Basics in 

Preventing Loss

Loss Control

 Definition:  Methods taken to reduce the 
frequency and severity of organizational loss, 
including loss prevention, reduction, avoidance, 
and risk transfer.

 All areas of an organization need to be involved, 
including legal, human resources, safety, and 
management.



Loss Control
How Can Risk Management Assist?

 Discount Programs

 Identified important loss control measures.

 Loss Run Reports

 Review of actual agency losses, incidents, and near
misses.

 Loss Control Committees

 Review loss runs, ensure loss control measures are
implemented, identify risks, and recommend
preventive measures.



Desktop Reference: Print and post at workstations to help employees choose the 
best form to use when reporting incidents and accidents. 

Notes: 

Incident Report
SFN 50508

• Incidents involving alleged:
 injuries (to non-employees
and employees); OR
 property damage of any type
which occurred at any
location/building/property
owned or managed by the
State; or
 actions by State employee(s)
that caused the alleged injury
or property damage.

• Use this form to make the first
report of an employee’s
injuries to Risk Management
Workers Compensation
Program.

Motor Vehicle 
Accident Report

SFN 51301

• Incidents involving any type of 
vehicle owned or driven by the 
State or State employees
(including permitted drivers) 
and causing injuries to 
individuals or damage to 
property that is not
owned/managed or leased by 
the State.

Medical Services 
Incident Report

SFN 53601

• Incidents involving any medical
treatment or services provided
by State employees or any
injury to a third party at a State
owned or managed medical
facility (i.e. Human Service
Centers, State Hospital,
Developmental Center,
Veteran’s Home, or clinics).

• This form is NOT for reporting
vehicle accidents or employee
injuries (workers
compensation).

Forms To Use When Reporting Incidents & Accidents 

Online Incident 
Reporting 

www.nd.gov/risk/ 

http://www.nd.gov/risk/�


Loss Run Reports – What Should We Do With Them? 
 
Risk Management provides monthly claims and quarterly incident loss run reports to agency 
Risk Management Contacts.  Then what?  What are the reports for and what should you do 
with them?  These reports can actually serve as a valuable loss control/prevention tool.  This 
article will hopefully take the mystery out of these reports and open a new door for managing 
exposures.   
 
Simply put, a loss run report is a report showing the agency’s incidents/claims/lawsuits for a 
particular time period. The report reflects key data such as the claim status, name of claimant, 
payments, reserves, a brief description of the incident/claim, etc.  The data fields on the report 
have been identified in the Guide to Reviewing Loss Run Reports. 
 
The specific reports that will be provided by Risk Management are the following: 

 

 Monthly reports of all of the agency’s claims/lawsuits for the current fiscal year.    
 Quarterly reports of all of the agency’s incidents for the current fiscal year. 

 
If there are no incidents/claims/lawsuits reported within the current fiscal year, the agency will 
not receive a report.   
 
Figuring out what to do with the data through the loss analysis is a critical component.  The 
data provided in the loss reports can be reviewed to identify trends and patterns to help you 
manage, reduce risk, and strengthen safety programs.  The data can also be helpful when 
developing risk management plans, setting maintenance priorities, updating equipment, 
schedule or provide additional training, and tracking the results of current loss control efforts. 
 
A greater benefit is received when the loss analysis is conducted by or through the agency’s loss 
control committee, rather than a single point of contact.  Loss analysis through the committee 
serves several functions such as, building awareness of exposures, input from various 
perspectives of the agency, and direct development of loss prevention efforts to address 
exposures.  When the meeting has concluded, any copies of the loss run reports should be 
returned to the Risk Management Contact for proper retention and disposal.     
 
Please contact Risk Management if you have any questions. 
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