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1. INTRODUCTION: 

 
The Township has a legal obligation to take care to ensure the safety of visitors to and 

users of its properties.  The Township may be held liable for injuries or damages which 

arise out of inadequate maintenance, hazards inherent in design, construction, location or 

topography of the property, or activities which take place on the property, if persons are 

injured or property damaged as a results of failing to meet acceptable standards. 

 

The Township is responsible to ensure that its properties and buildings are in an adequate 

state of repair and are free from preventable hazards. Slippery floors, debris in walkways, 

stray wires, loose handrails, broken playground equipment, frayed carpets and unmarked 

glass doors are all examples of preventable hazards which could give rise to Township 

liability in the event of an accident on Township property. 

 

Even hazards which result from the original design or construction, such as the absence 

of a sprinkler system, inadequate lighting, inappropriate use of combustible materials or 

inadequate electrical systems may be the Township’s responsibility, even if the Township 

was not responsible for the original design and construction.  As unreasonable as this 

may seem, the Township’s legal obligation is to ensure that the building is safe for the 

purposes for which it is used. 

 

In order to minimize the Township’s exposure to this liability, a Risk Management 

Program has been established and is outlined in this report. 
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2. WHAT  IS  RISK  MANAGEMENT? 

 

 Risk Management occupies an important role in the broad definition of management. 

 

Management is defined as the process of planning, organizing, leading and controlling 

the resources and activities of an organization in order to fulfil its objectives most cost 

effectively. 

 

Risk Management is both a decision process and an administrative process.  Risk 

Management can be defined as the process of making and carrying out decisions 

that will minimize the adverse effects of accidental losses upon an organization. 

 

By comparison to the broad goals and objectives of local government, the definition of 

management clearly outlines how local government is managed to provide municipal 

services and programs within their approved annual budgets. 

 

The Risk Management definition is also related to the broad goals and objectives of local 

government when local government follows the Risk Management decision sequence. 

 

As an example of the decision sequence, let us assume local government is concerned 

about the high cost of repairs or replacement of playground equipment damaged by 

vandals.  This concern is the first step known as (1) identification.  Local government, 

after identifying the exposure, will then (2) analyze alternatives for treating this exposure, 

choose the best alternative to (3) treat the exposure, implement the best treatment and (4) 

monitor the chosen technique for results. 



Risk Management Program  Page 5 

Township of Moonbeam  

 

 
 

3. POLICY STATEMENT: 

 

To administer an effective Risk Management Program, staff requires the full support of 

local government.  This can be accomplished through formal recognition of the Risk 

Management Program by the Township Council. 

 

Risk Management Policy Statement: 

Risk Management is the process of making and carrying out decisions that will minimize 

the adverse effects of accidental losses in our municipality. 

 

The Risk Management process is vital to the health and safety of our employees and the 

public.  In financial terms it is vital to our ability to pursue our goals, commence and 

operate our programs, and to perform duties in a manner which will be recognized as 

professional by those we serve. 

 

Goals and Objectives: 

1. To avoid exposures to accidental loss by not undertaking, by function or contact,  

programs or activities which present a potential for accidental loss greater than the 

benefit to be derived from such program or activity. 

 

2. To prevent loss by identifying loss exposure, implementing techniques to reduce 

the chance of loss, monitoring the success of those techniques, and adapting them 

to changing conditions. 

 

3. To control losses when they do occur by: 

a) timely reporting to supervisors, managers and through them to the 

appropriate authority and/or agency 

b) maintaining physical evidence 

c) recording pertinent information surrounding the loss 

d) assisting and supporting the injured party, but making no admission of 

liability 

e) maintaining confidentiality after the event and referring claims enquiries 

to senior management. 

 

4. To raise the awareness of all members of staff, volunteers and the public 

concerning Risk Management. 

 

5. To appoint a senior Parks, Recreation and Culture staff member with authority to 

pursue sound Risk Management practices and policies. 

 

6. To gain the assistance and cooperation of all management staff, supervisors, 

employees and public to utilize their expertise to suggest ways of improving Risk 

Management practices in our community. 
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4. STEPS OF RISK MANAGEMENT: 

 

 Risk Identification 

The first phase -- risk identification -- is really the key to the whole process.  Risk 

Management begins by identifying all of the resources for which the organization is 

responsible.  These resources or assets may be human, financial, material or 

environmental. 

 

Risk Measurement and Evaluation 

The second step in the Risk Management process is measurement and evaluation of risk 

in order to project the frequency and severity of future losses. Incident Reports have 

become a key element in identifying loss trends.  Trends can also be discerned in national 

statistics on types of losses, records of natural disasters in certain geographic areas and 

studies of judicial decisions in liability cases. 

 

Risk Elimination or Reduction 

Risk control through elimination or reduction is the third step in the process of Risk 

Management.  Some risks can actually be eliminated by deciding not to permit 

installation of a dangerous toy in the pool, or by not using a spray with substances that 

are harmful to workers or residents.  Risks that cannot be eliminated can be reduced 

through loss prevention programs.  Fire exposure can be limited by installing smoke and 

sprinkler systems and by making sure that “no smoking” rules are enforced in areas 

containing flammable materials.  Burglary and vandalism can be discouraged by 

employing guards or watchmen and installing fencing, spotlights and alarm systems.  

Employee injuries can be reduced through preventative maintenance, by posting clearly 

written instructions for the operation of machinery and by requiring workers to wear hard 

hats, goggles and gloves in dangerous areas. 

 

Although loss control programs may seem expensive, they are actually far less costly 

than the losses that might occur if no preventative measures were taken.  In the long run, 

money spent on risk control is money well spent. 

 

Risk Monitoring 

 

Risk monitoring is the final stage of risk management. 

 

This stage involves the regular monitoring of the risk management plan, its 

implementation, its effectiveness and, if need be, making changes to the program. 

 

It involves reviewing accident reports and making recommendations to improve the 

system based on these reports. 
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4.1  CONCUSSION PREVENTION AND MANGEMENT POLICY 

Ensure that participants, participating in the Township of Moonbeam recreation programs 

and at Township’s facilities, along with the Township’s recreation and parks staff, are 

aware of the signs and symptoms of concussions. 

 

 Definition 

 A concussion: 

 is a brain injury that causes changes in how the brain functions, leading to 

symptoms that can be physical (e.g., headache, dizziness), cognitive (e.g., 

difficulty concentrating or remembering), emotional/behavioural (e.g., depression, 

irritability) and/or related to sleep (e.g., drowsiness, difficulty falling asleep);  

 may be caused either by a direct blow to the head, face or neck, or a blow to the 

body that transmits a force to the head that causes the brain to move rapidly 

within the skull;  

 can occur even if there has been no loss of consciousness (in fact most 

concussions occur without a loss of consciousness); and,  

 cannot normally be seen on X-rays, standard CT scans or MRIs.  

 

As a preventative measure, the Township of Moonbeam has implemented a policy in 

which participants under the age of 16 years old must wear a proper helmet to participate 

in activities, including but not limited to: floor hockey, ball hockey, roller staking, skate 

boarding, and public staking.   
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4.2 VOLUNTEER AND STAFF SCREENING 

 

1. Objective 

The purpose of this policy is to identify the process for screening employees and 

volunteers for the Township of Moonbeam’s programs and activities. 

 

2. Definition 

Vulnerable members of society are defined in the Criminal Records Act as persons who, 

because of age, disability, or other circumstances, whether temporary or permanent are: 

 in a position of dependence on others or 

 otherwise at a greater risk than the general population of being harmed by a 

person in a position of authority or trust relative to them. 

  

This includes children, youth, senior citizens, people with physical, developmental, 

social, emotional, or other disabilities, as well as people who are victims of crime or 

harm. The vulnerability may be a temporary condition or permanent. 

 

3. Procedures 

All staff and volunteers dealing with vulnerable populations need to provide a valid 

Vulnerable Sector Police Check. It must be completed within the six months prior to 

hiring/volunteer placement.  
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4.3 ABUSE AND HARASSMENT POLICY 

  

POLICY STATEMENT 

 

No person in any capacity involved in recreation will be subject to or will subject another person 

to harassment because of race, ancestry, place of origin, color, ethnic origin, citizenship, religion, 

age, marital status, family status or handicap. Any such harassment will be regarded as a serious 

offence and will be subject to disciplinary action. 

 

POLICIES: 

 

1. It is the Policy of the Township of Moonbeam that any and all situations involving 

harassment and abuse must be reported to the Administrator and uninvolved supervisor 

(i.e. coach, event manager, employee or volunteer of facility). 

 

2. It is the Policy of the Township of Moonbeam that if an individual whose conduct 

establishes: 

 Any violent behavior against children or adults 

 Violation of position of trust 

 Abuse of a physical, sexual or verbal nature 

 Substance or chemical abuse 

 Violation of government licensing privileges 

 

Such persons may be deemed unworthy and may be dismissed or not accepted as a 

volunteer or staff person. 

  

3. It is the policy of the Township of Moonbeam that the term ‘harassment’ includes: 

behavior by one person toward another which is insulting, intimidating, malicious, 

degrading, or offensive. Harassment can be in the form of physical, sexual, verbal or 

emotional abuse. 

 

4. It is the policy of the Township of Moonbeam that a Zero Tolerance approach will be 

taken against players or coaches that display disrespect towards any officials. Any verbal 

abuse or gestures that are designed to intimidate or embarrass an official will be 

prohibited. Officials do not need to be subject to this type of behavior. 

 

To curb abuse, official may advise any person(s) that verbal comments or physical 

gestures are inappropriate and must stop. The official may end a game and report incident 

if players or coaches make an obvious attempt to: 

 

 Intimidate an official 

 Challenge the authority or competence of an official 

 Incite abuse or disrespect of any official by others 

 Embarrass an official 

 Make comments or gestures intended to be personal in nature directed at an 

official. 
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CODE OF CONDUCT 

 

This code of conduct identifies the standard of behaviour which is expected of all persons 

involved in recreation in the Township of Moonbeam including municipal staff, elected or 

appointed municipal officials, athletes, coaches, parents, volunteers, chaperones, and other. 

 

The Township of Moonbeam is committed to providing a sport environment in which all 

individuals are treated with respect. All persons involved in recreation shall conduct themselves 

at all times in a fair and responsible manner and shall refrain from comments or behavior which 

is disrespectful, offensive, abusive, racist or sexist. In particular, behavior which constitutes 

harassment or abuse will not be tolerated by the Township of Moonbeam. All persons involved 

in recreation shall not engage in activity or behavior which endangers the safety of others. 

Failure to comply with this Code of Conduct may result in disciplinary action, suspension, 

dismissal, or prohibition on property with police involvement. 

 

PROCEDURE OF HARASSMENT OR ABUSE COMPLAINTS 

 

Complaints of harassment will be handled in the following way: 

 

1. The individual shall report the circumstances in writing to the Administrator and the next 

uninvolved supervisor (i.e. coach, board members). The individual may also file a report 

with the police if desired. 

2. The Administrator will promptly take appropriate action, using the utmost discretion to 

maintain confidentiality and to respect the rights and dignity of all parties involved. 

Appropriate action will include: 

1. Documenting the case 

2. Interviewing the complainant to obtain all pertinent information 

3. Interviewing and informing the alleged offender with respect to the 

complaint. It is important to ensure that the alleged offender is 

aware of the Township’s Abuse and Harassment Policy. 

4. Interviewing any witnesses 

5. In consultation with the police (if necessary), the Administrator 

may recommend any disciplinary action to be taken. Such 

discipline could include suspension, dismissal, or prohibition on 

property with police involvement.  

 

If the individual is not satisfied with the resolution achieved through the above internal 

procedure, the individual is entitled to file a complaint at any time with the Ontario 

Human Rights Commission. 
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5. PARKS: 

 

 A. FACILITIES 

 

All park facilities need to be inspected on a regular basis.  In order to ensure a 

regular and consistent inspection, the Parks Director, or designate, and the Risk 

Management Coordinator will tour and inspect park facilities every first working 

day of the month between March and October.   

 

The following facilities will be toured and inspected: 

 

1. Physical Activity Park 

2. Tennis Court 

3.  Ouellette’s Bay Public Beach / Docking Area 

4. Dome 

5. Arthur Leonard Park 

 

 

Any deficiencies noted will be recorded, corrective action scheduled and re-

inspected.   

 

C. EQUIPMENT 

 

An equipment maintenance schedule is being used to ensure that regular 

maintenance and inspection of all vehicles and equipment is carried out.  
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6. FACILITIES: 

 

 

A. FACILITIES 

 

All recreation facilities must be inspected on a regular basis.  In order to ensure a 

regular and consistent inspection, the Facility Maintenance Supervisor, or 

designate, and the Risk Management Coordinator will tour and inspect recreation 

facilities the last working day of every second month.   

 

The following facilities will be toured and inspected: 

 

1. Community Centre 

2. Sportsplex 

3.  Information Centre 

4. Art Gallery 

5.  Nature Trails 

6. Remi Ski Club 

 

 

 

B. USERS 

 

 There are two levels of renters: 

 

1. Regular User - These groups will be required to complete the Facility 

Rental Agreement.  They must also show proof of insurance. 

 

2. Special Event User - These groups will require the same applications as 

the regular users.  They must also show proof of insurance. 

 

 

C. EQUIPMENT 

 

An equipment maintenance schedule is being used to ensure regular maintenance 

and inspection of all vehicles and equipment is carried out.  
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7. SPECIAL EVENTS: 

 

 A. Risk Identification   (Location & Management) 

 B. Risk Control  (Accident Prevention & Response) 

 C. Risk Financing (Insurance & Risk Transfer) 

 

 

 A. RISK IDENTIFICATION 

 

  1. Who is the Event Manager? 

 

Management is the process of planning, organizing, leading and controlling the 

activities of an organization.  The event manager will be an individual, committee 

or group which has overall responsibility for management duties.  Regardless of 

the number of participants, organizations or contributors involved in the event, 

there must be a manager to oversee the work being performed.  Without the event 

manager, no group will be able to assume responsibility over others, there will be 

no overall accident prevention coordination, rapid reaction to emergency 

situations, or perhaps adequate insurance to finance a loss should it occur. 

 

2. What is the Municipality’s Role?  Are We the Event Manager? 

 

We are all aware of the duties implicit in a management role.   Since levels of 

Township involvement in a special event can vary widely, it is critical to the risk 

control / financing of the event that an event manager be identified at the 

beginning. 

 

3. The Town as the Event Manager: 

 

This occurs where the committee or board has agreed to establish a sub-

committee of council (or appointed staff) to plan and organize the event, act as the 

event leader and controller for the event.  All event participants will report to the 

committee (or staff person) and their activities will be coordinated and controlled 

by the municipality. 

 

5. Municipality as One of Joint Sponsors: 

 

If there are a number of sponsors, a single sponsor or a committee should assume 

the role of event manager.  Just because the municipality provides the facility for 

the event does not mean that it is automatically the event manager. 

 

6. Municipality is not an Event Sponsor: 

 

In some cases the municipality will be approached by an individual (circus 

impresario for example) or a group from the Knights of Columbs to request 

permission to hold a special event.  The individual or group will ask permission to 
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use district property, and may also request use of facilities, equipment or a cash 

grant to assist the production.  In this case, the municipality is not a true event 

sponsor but rather an event contributor.  (The municipality may decide to become 

a joint sponsor.)  At this point the committee / board will wish to ask (provided 

they want the event), who will be the event manager?  Once the event manager is 

identified, this individual or group can then be asked to undertake the accident 

prevention and insurance responsibilities for the event. 

 

7. Municipal Volunteers: 

 

The policy is designed to capture and provide liability coverage for municipal 

volunteers.  These are persons designated by the municipality under the 

supervision of an office or employee of the municipality.  The coverage is not 

designed to provide coverage for volunteers of individuals or groups other than 

municipal volunteers. 

 

8. Establishment of Separate, Special Event Committees: 

 

If the committee / board requests a member of council or staff member to serve on 

a special event committee, this individual is insured while acting on behalf of the 

municipality.  If the committee or board appoints or requests appointments of 

individuals from other local clubs and groups to serve as committee volunteers on 

behalf of the municipality, these others are insured as volunteers of the 

municipality. 

 

9. Committee Members Insurance Coverage: 

 

Even though the municipality is not the sponsor of the event, the Township of 

Moonbeam members of the organizing committee, if established at the direction 

of the Township of Moonbeam themselves, are insured.  This does not mean, 

however, that by virtue of having a member on the committee, that the organizing 

club or its volunteers are insured by the municipality. 

 

 

 B. RISK CONTROL 

 

  1. Standard of Care: 

 

From a municipal viewpoint this will mean that the event is suitable for the 

location where it is to take place, that there are no physical hazards present on the 

ground or in or around the facilities.  The greater the number of people, the 

greater the chance that a loose board or slippery patch will cause an injury to 

someone. 

 

For the event manager, location and equipment used will be important and it is 

their duty to inspect the entire site for suitability and safety before and during the 

event. 
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The duties of the municipality, and the event manager will overlap in inspection 

and monitoring.  However, there must be one individual (the event manager) 

responsible for safety and incident recording and reporting.  A list of important 

telephone numbers should be available to key people to ensure loss prevention 

coordination takes place and that there is rapid response in case of accidents. 

 

2. Event Manager’s Application: 

 

The event manager requesting the use of municipal facilities should complete an 

application for a special event within the Township of Moonbeam.  The 

application should include a description of the activity, its purpose, number of 

expected participants, attendees, sponsors, exhibitors and public facilities to be 

used, including use of municipal equipment).  Completed applications should be 

submitted early. 

 

The applicant should also provide an event program outline, their plans for 

control of liquor sales including control of intoxicated individuals, clean-up, 

traffic control, law enforcement, security and safety.  The applicant should attach  

copies of all necessary permits, such as health permits, fire department permits, 

building permits and/or liquor permits, as required by the municipality. 

 

If the event is to be held in an area that does not have sufficient washrooms, 

details of what steps will be undertaken to provide sufficient washrooms must be 

included. 

 

3. Event Manager’s Responsibilities: 

 

The following risk control guidelines assume the event manager to be a 

committee, group or individual other than the municipality.  However, the 

municipality regardless of who is acting as the event manager must undertake 

some of the following risk control measures. 

 

a) Buildings and Facilities 

All facilities, lands, equipment and other municipal property to be used 

shall be inspected prior to the event by the municipality and the event 

manager and a record of the inspection (including deficiencies noted) 

signed and retained by the municipality.  In the alternative, the 

municipality may wish to include the event manager in their site 

inspection in order that he/she may sign off that they accept use of the 

facilities and equipment, etc., that all damages have been noted and that 

deficiencies have been corrected or accepted. 

 

Inspection should particularly include lighting at exits, parking and 

walkways for night events. 
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Inspect for snow and ice removal at sites as required and advise owners / 

contractors of event details to ensure removal of snow and ice during the 

event. 

 

If portable washrooms are required, establish requirements. 

 

The appropriate municipality or other authority should also inspect all 

electrical wiring or construction installed for the event. 

 

If the event is to occur on a weekend or statutory holiday, adequate 

maintenance staff must be in place. 

 

 b) Fire Safety 

The fire department should review the projected occupancy of all 

enclosures, use of tents or other fabric structures, handling of vehicle fuel, 

cooking facilities and any use of an open flame or fireworks.  The fire 

department should advise administration which permits will be required 

from the fire department by the user group.  The event manager must 

obtain copies of the necessary fire department permits which are required 

for the event well in advance. 

 

 c) Clean Up Plans 

All groups using public facilities, who are responsible for clean-up, should 

have a plan for cleaning up equipment, premises, parks and/or streets after 

an event.  The event manager should be notified in writing that if the 

clean-up is not satisfactory they will be billed for any clean-up costs 

incurred by the municipality. 

 

 d) Traffic Control - If Required 

In conjunction with local police, emergency and fire officials, map out 

parking areas and travel routes to and from an event site to avoid transit 

and other traffic problems through the area.  Transit Authorities should be 

advised of any street closure affecting transit service. 

 

  e) Law Enforcement, Security and Safety 

Consult with local police officers and other emergency personnel to ensure 

the safety of all participants. 

 

Determine costs, if any, to be incurred as a result of additional personnel 

requirements. 

 

Security of public facilities should also be addressed.  Security for the 

event is the responsibility of the event manager. 
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  f) Food Facilities 

If food will be served or sold at the event, the event manager should be 

advised that it is his/her responsibility to comply with Health Unit’s 

regulations and guidelines. 

 

The sale of food and drinks at a public event could expose the event to 

products liability.  If alcohol is served, ensure that steps to control its 

distribution have been undertaken.  The distribution of alcohol may 

necessitate additional law enforcement or safety personnel, and requires a 

permit. 

 

  g) Insurance 

The event manager is responsible for fulfilling the municipality’s 

requirements for insurance outlined in Section III. 

 

 

 C. RISK FINANCE 

 

  1. Hold Harmless Agreements: 

 

To eliminate confusion over responsibility, hours of operation, use of facilities 

and equipment, we recommend an agreement be signed between the sponsor / 

event manager and the municipality. 

 

 

The agreement should clearly state what the event is, what municipal facilities 

and equipment would be used, what fee (if any) would be charged for the use of 

municipal facilities, equipment, land, etc., and who is responsible for various 

types of losses. 

 

If the municipality is not the event manager and does not have complete control of 

an event organized by others, the applicant should be required to hold and save 

harmless the municipality for all losses, including bodily injury, death, and 

property damage arising out of the event. If the municipality is a joint sponsor but 

not the event manager, the agreement may not be necessary although status as an 

additional insured on a separate event policy becomes even more important. 

 

The applicant will be required to name the municipality as an additional named 

insured and to provide a copy of the Certificate(s) of Insurance.  Insurance for the 

event should commence prior to the use of municipal facilities and end after the 

event.  If municipal facilities are required prior to and extend past the scheduled 

event, insurance for the event should cover the additional time period for set-up, 

practice and clean-up, etc.  For committees for events which are organized on an 

annual basis, an annual policy is advisable. 
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2. Insurance: 

 

Insurance for special events and festivals is readily available and relatively inexpensive 

considering the exposure presented by large numbers of people engaged in numerous 

activities. 

 

There are a number of reasons why a festival or special event should have its own 

insurance: 

 

a) Coverage is required in a comprehensive way for all sponsors, organizers, 

property owners, individuals, volunteers and participants.  Only an insurance 

policy purchased specifically for the event can do this. 

 

b) Public bodies such as municipalities and school boards are “deep pocket” targets 

of lawsuits.  Whether or not they are responsible or liable for accidents they will 

incur investigation and defense costs unless they are added as additional named 

insureds to a festival liability insurance policy. 

 

c) While municipalities do have insurance, their insurance was designed specifically 

for them to cover their specialized activities.  Separate insurance may not need to 

be considered if the municipality is the sponsor / event manager and outside 

participants have insurance in the event they are also named in a suit.  Coverage 

for a group as an additional insured to the municipality’s insurance is restricted to 

groups undertaking a municipal service under your direction as event manager. 

 

d) Festivals often occur at several locations including schools, municipalities, 

provincial highways and lands and private property.  They may involve societies, 

clubs, citizen groups, individuals, business and industry.  Some of these groups 

will have insurance to protect them, some will not.  Of the groups which have 

coverage, terms and conditions will differ resulting in a patchwork of insurance 

for the event.  The event manager will find it administratively difficult to check 

all participating groups for insurance. 

 

e) Claims become very complex and expensive where many groups and individuals 

are named in a lawsuit, which is common practice.  This is because each insurer 

will appoint a lawyer to defend its insured and commence third party actions 

where necessary, reducing the chances of a reasonable settlement.  Defense costs 

can easily overcome the cost of the claim itself.  In a single festival policy, one 

insurer defends all groups and volunteers. 

 

f) No municipality, society or club is an insurer itself and relies upon the expertise 

of insurance professionals to cover their activities.  An insurance broker with 

experience in festival events can review the exposures, make risk management 

recommendations and ensure that adequate coverage is in place. 

 

The above concerns relate to the adequacy of insurance coverage for all organizations  

and event participants, as their activities relate to the event itself.  While some or all  
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groups may have their own business insurance as well, this will serve to provide them 

with financial security should an accident arise which is not covered by a festival policy.   

For example, a festival policy may not cover a slip and fall on ice on a municipal 

 sidewalk leading to an event location.  Adequate site maintenance is both an event 

manager’s duty and a site owners responsibility. 
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8. MAJOR ACCIDENT AND INCIDENT REPORTING 

 

In spite of all precautions one can take, accidents do happen.  The following are the 

Township of Moonbeam’s policies and procedures with regard to post accident process: 

 

 .1 Make sure that the situation is under control, the victim has been transported to 

 the hospital and all other emergency procedures have been attended to. 

 

.2 Immediately telephone your supervisor.  If you cannot contact this person, you 

should call the Town’s Administrator.  All names and telephone numbers are 

listed beside your telephone. 

 

 .3 Once the supervisor is present, if the accident is serious, then the Administrator 

must be notified. 

 

 .4 The supervisor is to assess the condition of the employees involved with the 

incident.  If the incident was serious or if you do not feel the employee is capable 

of continuing with their duties, the facility is to be closed until replacement staff 

can be called in. 

 

 .5 All employees involved in the incident are to prepare a comprehensive written 

report on the incident.  You must collect names and addresses of witnesses, 

collect all physical evidence if there is any, such as broken equipment, etc., and if 

possible and pertinent, take photographs.  All reports must be thorough and 

precise. 

 

 .6 Explore all possibilities as to why the accident occurred. 

 

 .7 You are to offer sympathy to the injured person and family, and listen to their 

complaints. 

 

 .8 Never pass blame onto anyone else and never accept responsibility. 

 

 .9 Never admit that you will assume any costs. 

 

.10 Once your reports have been completed, do not discuss the incident with anyone 

else.  You can listen to opinions, but do not offer information or opinions. 

 

.11 Information on policies and emergency procedures is municipal information and 

is not to be given out to the public. 

 

.12 If it appears that there is any possibility of an insurance claim, the Administrator 

will contact the insurance company immediately. 
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.13 All accident report forms are to be left on file for a minimum of three years.  

People have up to two years to issue a statement of claim and three years to 

activate an insurance claim.  Keep forms on children’s accidents for 20 years. 

 

 

There are three forms all staff members have to be familiar with: 

 

1. Participant Accident Report Form   
 This form should be filled out whenever there is an accident in one of our fields or 

facilities.  It is important that you record as much information about the accident 

as you can.  Use the back side, or an additional sheet of paper if necessary.  

Remember, you may be asked to recall the details of the accident up to seven 

years later. 

 

 This form may be filled in by any Township of Moonbeam staff member.  It 

should be forwarded to your immediate supervisor for follow up. 

 

2. Incident Report Form  
 This form should be filled out whenever a complaint or incident is reported to a 

Township of Moonbeam staff member.  It may be used for a complaint about 

cleanliness, to report stolen goods, to report damage to our facilities, etc.  It is 

important that these type of incidents be dealt with in a professional and thorough 

manner. 

 

 The complainant may fill in the form, or a staff member may do it.  The 

complainant should be asked if they wish to be contacted by a supervisor about 

the incident. Once filled out, the form should be passed to the appropriate 

supervisor for attention and follow up. 
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9. TRAINING 
 

The Risk Management Coordinator will develop a short training session for the staff to  

familiarize them with the issue of risk management and the staff’s responsibility in this 

area. 

 

This training session will have a general part, as well as a facility-specific part to it. 

 

This training session will be held annually and all staff will be required to attend. 

 


