
COOPERATIVE EXTENSION ACCIDENT/INCIDENT REPORT 
(Use this form to report accidents/incidents involving employees, volunteers, 4-H’ers or the general public.) 
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This form must be completed whenever there is an accident or incident. Complete this report within 24 hours of the 
accident/incident. The original should be kept in the association’s files and copies sent to Extension Administration 
Financial, Human & Administrative Resources and to: THE WOOD OFFICE,P.O. Box 4798, Ithaca, NY 
14852 607-266-3303      FAX COPY IMMEDIATELY TO: 607-266-9663 
 
For employee accident/incidents, complete a C-2 and mail it to The Wood Office even if there is no lost time from work 
or medical expenses at the time. 

 
For accidents/incidents involving a 4-H’er in which s/he received medical attention, complete a 4-H Accident 
Insurance Form. The 4-H program/issue leader or executive director should make a telephone report within 24 hours 
of an accident to The Wood Office (607–266–3303). This must be done even if the injured individual has personal 
medical insurance. The Wood Office’s answering service is in operation 24 hours a day, 7 days a week. 
  
1. Extension Information 

County          Phone        

Address         Person to contact       

City          State      Zip   _______  

 

2. Injured Person Information 

           Employee               Volunteer               4-H’er               General public (check appropriate) 

Name             Age    

  Address         City, State, Zip    __ 

Parent/Guardian’s Name          Phone     

 

3. The Accident 

Date         Time        

Describe the accident. Include the location of the accident         

            _______  

              

Nature of injuries             

              

              

              

 

4. Treatment 

Emergency steps taken at scene in order of occurrence or treatment: 

1. __________________________________________________________________________________ 

2. __________________________________________________________________________________  

3. __________________________________________________________________________________  

4. __________________________________________________________________________________  

 



5. __________________________________________________________________________________  

5. VERY IMPORTANT 

 

Witness Information: Names, addresses, phone numbers of all witnesses 

1. ____________________________________________________________________________________  

2. ____________________________________________________________________________________ 

3. ____________________________________________________________________________________ 

4. ____________________________________________________________________________________ 

5. ____________________________________________________________________________________ 

If more space is need please writer below or attach additional sheet(s). 

 

 

 

 

 

 

 

 

 

 

 

 

Signatures: 

Signature of injured person: _____________________________________________ Date: ___________________  

Name of person filing report: ____________________________________________ Phone: __________________ 

Address: _____________________________________________________________________________________  

 

Signature: ____________________________________________________________ Date: __________________ 
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	F.O.R.M.
	The Guide to Risk Management and Related Insurance is a summary of the official liability and accident policies that apply to Extension Association activities and, for the most part, are administered by P.W. Wood & Son. The purpose of this manual is to identify some of the many areas of risk that Extension educators and decision makers need to be aware of to carry out Extension programming in a manner that minimizes the organization’s and its paid and volunteer staff’s exposure to risk.
	It is recognized that the information in this guide may be interpreted differently by each individual reader. Therefore, it is essential that in all matters of risk management, close communication should be maintained among the Extension Association, Extension Administration, Administrative Systems, and P.W. Wood & Son (The Wood Office).
	All reference to Extension applies to County Cornell Cooperative Extension Associations. The information contained in this document is intended as a general guide to insurance and risk management issues. While every effort has been made to ensure the accuracy of this guide, it does not replace the actual insurance policy document. Nothing contained herein amends, alters, or otherwise changes the terms and conditions of the actual insurance policy. The actual, complex wording of the insurance policy documents takes precedence over the contents herein. Therefore, you should not produce any written documents, memos, newsletters, or other written materials or make statements to employees, volunteers or others that gives out information or advice on insurance coverage without clearing the content through the Wood Office.  Please contact the Wood Office if anyone has any questions about the coverage.
	WHY DO WE HAVE THIS GUIDE?
	Although local county Extension Associations are very closely aligned with the Extension Administration and faculty located at Cornell University the two organizations are legally separate organizations.  The New York county Extension Association system is unique and unlike any other state Extension system attached to the other land grant universities around the country. In all other land grant universities the total Extension system including the county Extension offices, are direct employees under the direction of the University. In New York, Article 5, section 224 (b) creates county Extension Associations as subordinate governmental agencies under the oversight of Cornell University As agent for the State. Therefore, Cornell University does not provide any legal protection or risk management services to the local Associations.  All local Associations are covered under a master Commercial General Liability policy and Business Auto policy with risk management services provided by P. W. Wood & Son, Inc. in cooperation with the Extension Administration at Cornell. Directors & Officers Liability and Employment Practices Liability insurance is covered under separate liability policies that must be purchased individually by each county Association.
	RISK MANAGEMENT
	The Wood Office2 is the administrator and consultant of Cornell Cooperative Extension Associations’ general liability, automobile, 4-H accident, and workers’ compensation insurance programs. Due to the complex nature of insurance policies, it is extremely important that The Wood Office is involved in our risk management efforts. The Wood Office will review the circumstances of a specific activity or program and will advise of the availability of insurance coverage for that activity.  Please note that the Wood Office goal is to be a resource that helps the Association carry out it mission.  The Wood Office does not review programs and activities specifically for educational content.   The risk management and insurance review is conducted by the Wood Office for the following reasons:
	THE ASSOCIATION GENERAL LIABILITY INSURANCE PROGRAM
	WHAT IS COVERED FOR LIABILITY? (NOTE: ACTUAL POLICY TERMS WILL APPLY)
	The commercial general liability insurance policy is written to cover the following types of liability arising out of or in the course of carrying out the educational mission of Cornell Cooperative Extension:
	 Premises liability insurance covers injury to persons or damage to property that is caused by Extension’s negligence on property owned by, rented by or used by the Association.
	 Operations liability insurance protects against bodily injury or property damage that result from negligence during the approved activities carried out by the Associations.
	 Very Limited professional liability protects against the dissemination of information (i.e., chemical recommendations), but not professional liability requiring a license (e.g., nursing, social work, financial planning, etc.) I sunder a separate policy.
	 Personal injury liability protects against actions of libel, slander, copyright infringement, defamation of character, or invasion of privacy.
	 Independent Contractors covers the Association for claims against the Association for injuries that may be caused by independent contractors.
	 Bonding covers the Association for loss of funds due to the dishonest acts of employees or volunteers who handle money and securities on behalf of the Association (e.g., bookkeeper, treasurer, etc.). Coverage is limited to $500,000.
	 Sexual abuse covers the Extension Association for claims arising out of an employee or volunteer being charged with sexual misconduct or sexual molestation. Since these are criminal acts, the employee or volunteer who actually commits the act may not be covered. Please note that there is no coverage for liability for sexual misconduct or abuse by someone outside Cornell Cooperative Extension that is assumed by CCE through a contract or other agreement.
	 Product liability insurance provides limited protection for damages that may arise from the handling, use of, or conditions of products manufactured, sold, handled, or distributed by Extension. (For example, food booths or serving refreshments at meetings)
	The General Liability policy will cover claims filed against the Association and its employees and volunteers for causing another person or organization to suffer bodily injury and/or property damage as a result of alleged negligence that falls within the scope of the insurance policy. (A negligence claim is based on the failure to use reasonable care when acting in a prescribed manner.) If the activity is covered by the insurance policy, the insurance carrier will defend the appropriate party or parties and pay up to the limits of the policy. If an employee or volunteer is acting outside the scope of their authority, duties or responsibilities they may not be covered by the liability insurance even though the Association is covered. Actual policy terms and conditions will determine coverage.
	SOME EXAMPLES OF WHAT IS NOT COVERED
	 Medical malpractice
	 Social work/counseling/professional
	 Day care services (after school programs do not fall into this category)
	 Incidents that occur on property owned or rented by Extension volunteers that are the result of negligence by the property owner and not as a result of the volunteer’s responsibilities to Extension.  i.e. Dog bite, property defect
	 Activities that are not within the educational mission of Cornell Cooperative Extension (e.g., a project of a commercial nature)
	 Cases of environmental impairment (pollution)
	WHO IS COVERED
	 The Association as an “entity”
	 Extension Association employees are covered when they are participating in bona fide Extension activities; and acting within the scope of their duties and responsibilities as employees.
	A bona fide activity is one that has prior approval of the Extension Association and is within the educational mission of Cornell Cooperative Extension.
	( NOTE: Retired employees are covered for a claim arising from an incident that occurred while an employee IF the employee was working within the scope of his/her duties and responsibilities as an Extension, and within the scope of the insurance coverage.
	All Extension Association volunteers3 are covered provided:
	 They are participating in bona fide Extension activities; and
	 They are acting within the scope of their duties and responsibilities as volunteers and they are registered as volunteers. Casual volunteers are covered if they fit the definition of a casual volunteer in the Volunteer Involvement Policy (V.I.P.) manual.
	OTHER AREAS PERTAINING TO THE GENERAL LIABILITY PROGRAM
	Programs with Animals
	Dogs
	Dog obedience classes by approved instructors are permitted. Coverage for the Seeing Eye program is excess over the homeowner’s personal coverage in a club setting. Extension may not sponsor or conduct any kind of rabies or other immunization clinics. 
	If dogs are to be used in an exhibit (e.g., a fire prevention and safety display), they must not be accessible to the public. However, Pit bulls, Rotweillers, Dobermans and other aggressive dogs should be avoided.
	Horses
	 NOTE: All horses in any program must have been inoculated with rabies vaccine. (See Rabies section below.)
	Cloverbuds
	Cloverbuds in horse activities must follow the most recent horse program guidelines for Cloverbuds and horse activities as part of the risk management and loss control guidelines for insurance coverage. There are no exceptions. Leaders who fail to follow the guidelines will not be covered by the liability insurance protection.
	Large animals
	Exhibits and Trade Shows
	All Vendor participants in an exhibit or trade show sponsored by Extension or held on Extension property should sign a hold harmless agreement and provide a certificate of insurance. (See specimen Vendor Agreements in Attachments.)
	Likewise, if an Association plans to participate in an exhibit or trade show sponsored by another organization, they may be required to provide a certificate of insurance to the sponsor or property owner. If there is an entry form or contract please contact The Wood Office to obtain for review before signing and a certificate of insurance.
	Fairs – Association sponsored Fairs must be pre-approved by The Wood Office and meet very stringent insurance requirements. There is no further approval of new fairs that involves midways rides, fireworks and similar carnival type events.
	Any Vendor or group outside of Cornell Cooperative Extension that is going to set up a display or sell food at an Extension-sponsored fair will need to sign our Vendor agreement and present a certificate of insurance to the Association showing general liability coverage, including personal injury and products coverage in the amount of $1,000,000 per occurrence and $2,000,000 aggregate.
	NOTE:  Any non-commercial organization that exhibits only and does not sell any products or services may not be required to present a certificate of insurance. Examples of such organizations include garden clubs, amateur radio clubs, stamp clubs, other collector-type or hobby clubs, and quilting and craft clubs that do not sell their goods. However, contract the Wood Office for a form for them to sign.
	For individuals who have a “home business” and sell goods or services at an Extension-sponsored fair or carnival, every attempt should be made to obtain a certificate of insurance from them since a “home business” endorsement can be attached to homeowners, tenants, and condominium policies just for this purpose. There is also a special form for them obtained from The Wood Office.
	The Association’s liability coverage does not cover the following activities:
	 Hot air balloon rides
	 Dunking booths
	 Demolition derbies
	 Truck/tractor pulls
	 Midways
	See the attached list of other approved and prohibited activities. If you do not see an activity on either list call The Wood Office. Do not assume that it has been approved because another Association or club is doing it.
	Fundraising
	Fundraising is critical in funding and furthering Extension’s work, however, it can expose the Association to potential liability. The following should be considered when planning a fundraising function:
	The distribution or sale of products (e.g., toys, bicycle helmets, etc.) may cause product liability concerns. As such, the Association should call The Wood Office when planning any fundraising activities other than approved fund raising activities in the attached list. A list of approved activities is attached. Although not a liability issue, Cornell Cooperative Extension program policy does not allow raffles. Any questions regarding fundraising should be directed to 4-H Youth Development for programming concerns and to FHAR for financial concerns.
	 - Contractual Liability (covering the hold harmless agreement)
	 - Personal Injury A, B, & C
	 - Host Liquor Liability (if alcohol will be served without charge)
	The certificate should specifically show the Extension Association as the certificate holder and they should sign a Use of Facilities Form (see Attachment section). If a vendor will be selling or dispensing alcoholic beverages, that Vendor must also sign a special form.  Contact the Wood Office. A certificate of insurance should be furnished showing that the vendor has Liquor Legal Liability insurance in the minimum amount of $1,000,000. All certificates of insurance must be reviewed by The Wood Office. If an organization does not have the appropriate insurance, please contact The Wood Office prior to the event to discuss the situation. 
	Shooting Sports Programs
	Shooting sports programs are covered provided the New York State 4-H guidelines  are followed. The program must be conducted at an approved sportsman’s type club with NRA and NYS approved instructors. The facility must have its own liability insurance covering its premises and operation as a shooting club or facility.  NOTE: The liability insurance for the 4H shooting sports program only covers club meetings and shoots for the 4H club.  It does not cover participation in competitive shooting events in or out of the state. Individuals who are not registered 4H members or leaders are not permitted to participate in the 4H shooting program under any circumstances.
	Woodworking Programs and Construction Activities
	Traditional 4-H woodworking projects recommended in the 4-H Wood Science Series are within the educational mission of Cornell Cooperative Extension. Insurance coverage is in accordance with activities and recommendations presented in the National 4-H Wood Science Series Leader’s Guide. Cloverbuds are not a designated age group for the 4-H Wood Science Series.
	According to state and federal regulations, it is a violation for any child under 18 years of age to use power tools in any form of employment. While these laws were established to ensure the safety of children in the workplace, they also apply to volunteer activities that can be construed as work. An Extension Association involving youths (18 and under) in long-term projects (e.g., construction of pole barns, concession stands) could be a violation of the intent of the law.  
	Youth Apprenticeship/School-to-Work Programs
	These activities are covered by the Association’s liability insurance, however, the following risk management issues should be considered:
	Transportation – see section on vehicle insurance.
	If the Association uses an Association vehicle to transport youth to their apprenticeship activity, the Association’s automobile insurance will apply in the event of an accident. Otherwise, the party responsible for transportation is also liable in case of an accident. Some programs have students sign an agreement at the beginning stating they are responsible for their own transportation. 15 passenger vans are not permitted and even 15 passenger vans that have had the back seat removed must be phased out. If a trip is going to exceed 100 miles one way and/or for overnight there must be two approved drivers for each vehicle in case one driver becomes ill or incapacitated.
	Summons and Notices of Claim
	If a summons is served on any employee or volunteer as a result of an Extension Association activity, The Wood Office should be called immediately and the summons forwarded to The Wood Office. Because a defendant has only twenty (20) days to respond to the summons or be in danger of default, failure to act in a timely manner could force the insurance company to refuse to handle the claim.
	4-H ACCIDENT INSURANCE 
	WHAT IS COVERED
	This insurance covers up to $1,500 (no deductible) on an excess basis over the personal medical insurance of the parent/guardian for medical expenses resulting from an accident while participating in a 4-H event or activity anywhere in the U.S. or Canada (including club, regional, or state 4-H events). Benefits are limited to 52 weeks from date of accident.  The following medical expenses are covered:
	 physician
	 surgeon
	 dental (related to the accidents)
	 hospital
	 ambulance expenses
	As stated, this coverage may act as excess coverage (i.e., a parent’s personal medical insurance coverage or Medicaid pays first for expenses incurred in a 4-H accident). Coverage is available over and above, or in the absence of, a parent’s personal coverage. 
	Death and dismemberment provisions: 
	$2,000 for loss of life or any two limbs or eyes 
	$1,000 for loss of one limb or eye
	WHAT IS NOT COVERED
	 any injury from an accident incurred at resident summer camps (separate insurance must be purchased for resident summer camps)
	 illness arising from 4-H activities
	 eyeglass replacement or repair
	 denture replacement or repair
	 hernia
	 claims covered by Medicare or Medicaid
	 injuries covered by any statutory no fault auto insurance
	 injuries from tobogganing, downhill skiing, bobsledding, hockey, water skiing, snow boarding, or tubing
	WHO IS COVERED:
	 4-H Club members—individuals who are traditional club members
	 Independent registered 4-H members 
	 Individuals enrolled as 4-H members with an Association 4-H office who receive project materials and/or instruction, but who do not belong to an organized club
	 Cloverbuds—registration on the annual report is required and Cloverbud guidelines issued by the State 4-H Office (2003) are followed
	 Registered adult 4-H volunteer club leaders—registration on the annual report is required. Other registered Adult Volunteers may be covered if the Association elects to purchase this coverage.
	 Special interest members—individuals enrolled in short term, intensive learning experiences, such as bicycle safety, snowmobile, tractor classes, and shooting sports programs. This coverage is optional. Associations must register special interest programs and membership enrollment on the annual report for special interest coverage.
	HOW TO REPORT A 4-H ACCIDENT CLAIM
	The 4-H program/issue leader or executive director should make a telephone report within 24 hours of an accident to The Wood Office (607–266–3303). This must be done even if the injured individual has personal medical insurance. 
	(  NOTE: The Wood Office’s answering service is in operation 24 hours a day, 7 days a week.
	A claim form (see Attachment VIII) will be sent to the Association to be completed and returned to The Wood Office after all three parts of the form are completed. The form will need to be signed by both the executive director or designee and the parent or guardian, and completed by the first attending physician, if applicable.
	Submit the completed claim forms within 20 days of the accident, or loss of benefits may occur.
	If an individual is injured but does not receive medical attention/treatment, the Association should complete an Accident/Incident Report Form (see Attachment IX) and forward it to The Wood Office for their records.
	When youth participate in Cornell Cooperative Extension programs including, but not limited to 4-H club or Youth EFNEP activities, staff and volunteers are responsible for maintaining a safe and nurturing environment.  In addition, since Cornell Cooperative Extension is committed to the support of children and families, staff and volunteers must also be alert to the signs of child abuse, maltreatment or neglect and be prepared to report suspicions of such abuse, whether or not they are legally mandated to do so.  However, non-mandated reports should be made only through use of the anonymous reporting hotline to protect CCE from libel claims (See section “Reporting Child Abuse, Maltreatment and Neglect” below
	The protection of youth participants requires adherence to three major sets of procedures:
	Related item from Code of Conduct
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