Improperly written c:nd completed accident

past 45 yeurs and s a Lifeguarding Instrucror Tratner for the American. Red Cross. She has aurhored numerous books on the subject.

reports cause headaches

— and potential liability. Do your guards know how to do them right?

veryone has left for the day and you

are doing the last of the paperwork

and filing. Is that last name spelled

“Speilvont” or Spillvent”? Was
it a “blood spill”* on the deck, or a “blu-
ish splot”? The space for EMS response is
blank, as is the time of call, but the injury
description states that the individual was
placed on a backboard. Was EMS involved
or not? It’s been a long day and it would be
nice if these reports were finished.

More importantly, the questionable

- content of these reports generates confu-
sion — and potential liability. Accident
reports are legal papers. They document
not only a situation, but also the care
provided by the first responders — your
lifeguards. If accident reports are not com-
pleted appropriately, you and your facility
could be in serfous jeopardy.

What constitutes an appropriately
completed accident report? Here are seven
musts for accident reports, with activities
to help you and your staff achieve them:

'I legible. Every single letter of every

word on the report should be clearly
readable. If reports are completed by hand,
this means either careful printing or clear
cursive writing.

Activity. Include some written response
assignment in the in-service training. It
might be asking for a list of five sugges-
tions for program improvement ot describ-
ing how someone else has done something
helpful for 2 patron. It could be describing
results of a special event. Read the written
responses not only for content, but also,
more importantly, for Jegibility. Can you
easily read each and every word? Asking
someone to copy over the content might
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seem childish. However, accepting unread-
able material is outright dangerous and sets
the precedent that you don’t care. Let your
lifeguards know that you MUST be able to
read what they write.
2C0mp[eie. All content areas, questions,
and blank data spaces should have en-
tries. If an izem does not apply to a par-
ticular situation, then NA {not applicable)
should be entered.

Adtivity. Periodically update your files on
your lifeguards by asking them to complete
a new personal employment information
form. Even ¥ information has not changed,
repeating the task (even el
as a take-home), re- _ JSEEHM
inforces that you S8
need complete, S8

current, data. Other types of forms to use
for this type of activity include your pool
openingfclosing checklists and your equip-
ment inventory.

Unbiased. No opinions should be included.

Al information should be factual, based
on information, action, and observation. at
the time.

Activity. Ask your guards to observe a
10- to 15-minute session of pool activity
and write a pamagraph describing what they
see. If several guards observe the same time
period, following the writing they can com-
pare narrations to see if observations agree. A
single lifeguard also can observe alone. Uld-
mately, the assessment should focus on facts.
For example, “Four people left the pool.”

Is appropriate. “Four people left the pool
because they got cold.” Is an inappropri-
ate opinion. “Four people left the podl,
saying they old:" Is appropriate
because the giard could report




what was heard, rather than just report
the assumption. :

inked. The accident report that goes on

file should be completed in ink, type or
camputer print, not pencil.

Activify. It's best to make this a day-to-day
reminder. Ifink is used and a mistake is made,
white-out is not an alternative. The individ-
ual must start over with a pew form. Accept
only ink on any written items. Keep a supply
of pens handy for your guards. Imprint them
with the pool logo, Ink is the legal standard, a
standard set so evidence in a court of faw can
be presented in an unaltered state.” It is per-
fectly acceptable to do a rough draft (in pen-
cil) farst. The final file copy must be in ink.
5 Signed. The individual completing the

report should sign, time and date the
report. Once the report is signed, it is consid-
ered cornplete and no information should be
altered at a later date or time. If filing addi-
tional information is necessary, an addendn
should be completed, signed by the adden-
dum-reparting person, and attached.

Activily. A signature means that an
individual assumes responsibility for the
contents of the document. A signature

must be legible. A scrawl is not appropri-
ate, As an employer, you have the right to
require a legible signature. The first place
that signature should appear is on the in-
dividual's employment application. If you
cannot read it there, you know you have
work to do with this individual. Request
another attempt at completing and sign-
ing the form. Any written work during an
in-service training should be signed. Any
commpleted pool opening/closing checklist
should be signed (not just initialed). Ask
for a signature frequently and return any
signature work that is not legible. Send the
message that the signature matters.

Confidential. The information on the

accident report should be restricted
to those individuals with a legal need to
know.

Activity. Information that is shared
inappropriately also is frequently shared
inaccurately. The easy game of Pass the
Secret is a perfect example. In a group
of lifeguards, whisper three sentences to
the first lifeguard. Then have that guard
pass the sentences to the next guard,
continuing around the group until every-

one has heard it. Ask the last person to
repeat the three sentences. Most likely, -
the first sentences and the end result will
differ considerably — a perfect example
of why confidential information should
NOT be shared.”

Filed. Accident reports should be

kept in a confidenrial file in 4 secure
location. Computer-generated confidential
reports should be password protected.

Activify. This is another must that can
be instilled in guards through day-to-day
workings. While filing might be mainly
your job, you cannot file reports you do
not have. Missing accident reports never
get filed. You cannot file an incomplete
report. Be sure your lifeguards know when
an accident report is mandated. If in
doubt, they should write the report. The
first responding guard should be the one
writing the report. If that guard is inca-
pacitated, then the second responding
guard assumes that responsibility. Acci-
dent reports should be completed before
the guard leaves for the day, if not imme-
diately after the incident. B
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