
 
 

Utah Department of Health & Human Services 
Student Injury Report System 

In 1984, the Child Injury Prevention Program and the Utah State Office of Education created the 
Student Injury Reporting (SIR) System for Utah public schools. This is a voluntary reporting system, 
and all 40 Utah school districts currently participate. 
 
School personnel complete a Student Injury Report when a student injury meets one of the following 
criteria: 

1. The injury causes the student to miss one-half day or more of school, or 
2. The injury requires treatment by a health care provider. 

 
The purpose of the Student Injury Reporting program is to collect accurate injury data to help identify 
and prevent common injuries in schools. The information gathered helps identify injury patterns, 
causes, and risk factors so schools can improve safety and develop prevention programs. Utah is 1 of 
the few states with a statewide Student Injury Reporting System. 
 
The reporting form was developed through a partnership between the Violence and Injury Prevention 
Program (VIPP) and the Utah State Office of Education. The Utah Department of Health and Human 
Services analyzes the data and produces statewide injury reports. 
 
Why report injuries? 
The Student Injury Reporting System (SIRS) helps identify where, when, how, and why students are 
injured at school. This information helps education officials identify safety concerns and create 
guidelines and prevention programs to reduce injuries and their impact on students, families, schools, 
and communities. 
 
What injuries should be reported? 
A reportable school injury is any injury that: 

• Causes the student to miss one-half day or more of school, or 
• Is serious enough to require treatment by a health care professional (such as a school nurse, 

doctor, EMT, emergency room staff, etc.). 
This includes injuries that occur: 

• While traveling to or from school, 
• During school-related activities, and 
• Anywhere on school property during normal school hours. 
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If at any time you have questions or concerns regarding entering or editing a repot, please feel free to 
reach to me @ 385-267-6528 or studentinjury@utah.gov.  

  

mailto:studentinjury@utah.gov
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Step 1: Create your UtahID 

1. Go to UtahID and create your account. 
A verification email will be sent to you.  

2. Use your professional/work email address if possible. 
We suggest also using a cell phone number.  

o Sometimes the verification code email can take a few minutes to arrive.  

o If you have questions, contact the project owner listed below.  

o If you need to use a personal email address, the project owner must provide a 
justification note explaining why.  

3. Multi-factor authentication (MFA) is required for all new UtahID accounts.  

o New users can receive MFA codes by email or text message (SMS).  

o During initial setup, only email verification will be available until a mobile phone 
number is added to your UtahID profile.  

4. Open the verification email and enter the code on the UtahID setup page.  

5. Complete the UtahID setup process after entering the verification code.  

6. After your UtahID is created, email, the project owner, to let them know your account has 
been created. The project owner will reply when you are approved to continue to the next 
step. 

 

Step 2: Complete the Administrative Form 

1. Fill out the Administrative Form at: Administrative Form.  

2. After you submit the form, the project owner will review your information and process your 
REDCap access approval. 

https://id.utah.gov/
mailto:studentinjury@utah.gov
mailto:studentinjury@utah.gov
https://pubredcap.health.utah.gov/surveys/?s=4YH4EWA3PRKKKM83&utm_source=chatgpt.com
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Step 3: Create your REDCap account 

1. After you have: 

o Created your UtahID, and  

o Submitted and received approval for the Administrative Form,  

You will receive an email with instructions to create your REDCap account. 

2. Before creating your REDCap account, make sure you are logged in to your UtahID at: 
UtahID login.  

3. Once logged in to UtahID, open a second browser window or tab and go to: 
REDCap.  

4. Follow the instructions to create your REDCap account.  

5. After your account is successfully created, you will receive a confirmation email.  

https://id.utah.gov/?utm_source=chatgpt.com
https://pubredcap.health.utah.gov/
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Step 4: Enter a new injury report 

1. Log in to your REDCap account at: REDCap  

2. After logging in, select “My projects” located in the top-left corner of the page. 

 

 

3. You will be assigned specific school districts to work with. 

 

 

4. Click on your assigned school district. You should then see the main project screen. 

To enter a new injury report, click “Add/edit records.” 

https://pubredcap.health.utah.gov/?utm_source=chatgpt.com
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5. Click on “Add new record” 
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6. This will open the injury report form. Please complete all required information for the report. 
 
The first few fields are required before the report can be submitted. 
 
If you need to add a new report to an existing student record, continue to Step 6. 
 

 

 

7. The next section is for entering student information. 

Important: If you receive a “duplicate error” after entering the student ID, this means the 
student already has an existing report in the system. Please follow the instructions in Step 5 
and Step 6. 

Be sure to “Save & stay” as you go to ensure your work is saved. 
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8. The time field uses a slider and is displayed in military time (24-hour format). 
9.  

To enter the time, click on the Clock icon and select the correct time. 
 

 

 

10. Enter a description of the injury in the provided field. 

If there are any witnesses to the incident, please list them in this section. If there were no 
witnesses, you may leave the field blank. 
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10. Select the Primary injury by clicking on the affected body area and choosing the type of 
injury.  

There is also a section to enter a Secondary injury if applicable. Not all reports will include a 
secondary injury. 
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11. The next section is for entering Factor, Period, Surface, Location, and Activity related to the 
injury. 

Note: The Surface field refers to the type of ground or flooring the student was on when the 
injury occurred. 
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12. The last 2 sections are for documenting the Actions taken and any Equipment Used related 
to the injury. 
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13. If the student was seen by a medical provider, select “Seen by MD/ER/healthcare 
provider/hospital/etc.” 

A text box will then appear where you can enter the diagnosis. 

 

14. Once the report is complete, click “Save & exit form.”  
You may leave the report status as “Incomplete.” After the report is reviewed, the status will 
be updated to either: 
• Complete – the report has been approved, or  
• Unverified – additional information is needed or something may be incorrect. 
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15. If you need to finish the report later, click the down arrow next to the save button to view 
additional save options, including the option to “Save & exit record”. 
 
Note: Do not click “Save & go to next instance.” Selecting this option will create a new 
record for the current student. 
 

 

16. The section highlighted in red is for DHHS personnel only. 

Please leave the report status as “Incomplete.” DHHS personnel will complete this section 
during their review. 
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Step 5: Editing an injury report 

1. If a report is reviewed and returned for additional information, log in to REDCap the same way 
you did when creating the report. 

Instead of selecting “Add new record,” enter the student ID in the “Search query” field to 
locate the existing report. 

 

 

2. After entering the student ID, the report should appear in the section below. 
3. You will then see the screen shown below. To open the record, click on the small box that 

appears. 
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Step 6: Adding an additional report for an existing student 

1. Follow the same steps listed in Step 5 to locate and open the student’s existing report. 

Once the report is open, click “Add new.”  

 

 

If you have any questions or concerns while entering a report, please contact or call 385-267-6528 or 
studentinjury@utah.gov. 

 

  

mailto:studentinjury@utah.gov
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