Employee Incident Reporting Procedures
Timely documentation of an incident or accident can reduce the financial consequences of claims and lawsuits against the City.

Public Hazards
When a City employee knows of or suspects a potential liability exposure to the City, the employee shall report the incident utilizing the following procedures:

1. Notify the appropriate department of a hazard by telephone, radio, or written report. 

2. If the situation can be corrected quickly, the employee or department shall take the appropriate action. If the problem cannot be corrected within 24 hours, the department will forward a completed hazard report form to the City Attorney.

3. If an employee becomes aware of a hazardous situation where immediate repair is called for, the employee shall document the existing conditions with photographs, diagrams, and written descriptions prior to repair.

4. The City Attorney shall contact the appropriate department head to notify the department head that the report has been received and to determine what corrective action should be taken.

5. The City Attorney shall monitor reports of possible hazards to their conclusions.

6. If a hazard is reported directly to the City Attorney or City Clerk, the City Attorney or City Clerk shall immediately notify the appropriate department head.

