
TRINITY VALLEY COMMUNITY COLLEGE

HEALTH OCCUPATIONS DIVISION

OCCURRENCE POLICY & PROCEDURE
POLICY

All students enrolled in the health occupations programs who are involved in an incident or occurrence are required to complete an Incident Report.  An occurrence is an incident or accident that involved injury or potential injury to the student, patient, staff, or visitor.

PROCEDURE

1. If the occurrence is in the clinical facility, it must be reported to the instructor immediately.  The student/faculty should complete the facility occurrence/incident report and follow the policy and procedure for reporting. They will then go to the TVCC website - www.tvcc.edu, click on Departments, click on “Police” and then click on “Admin Zone” tab on the left, enter the code to unlock the form (Cardinal) and complete the police incident report.  
2. If the occurrence is at the Health Science Center, the faculty or staff member should go to the TVCC website – www.tvcc.edu, click on Departments, click on “Police” and then click on “Admin Zone” tab on the left, enter the code to unlock the form (Cardinal) and complete the police incident report form.  
3. The faculty or staff entering the report should notify the Provost about the incident.  If it is of a severe nature, it should be reported immediately.
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