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POLICY

It is the policy of <<Facility Name>> to ensure that all work-related illnesses and injuries are reported, even if the employee refuses medical treatment.  The <<Facility Name- Employee Incident Report form>> should be used.

PURPOSE

A proper investigation by the supervisor should uncover factual information for the incident report.  The incident should be reported promptly, and an investigation made during the same shift in which the incident occurred.

PROCEDURE

1. When an employee reports a work-related injury to his immediate supervisor or department head, he/she will be provided a copy of the <<Facility Name- Employee Incident Report form>> for completion.  If the employee requires immediate medical attention, the supervisor shall escort the employee to the Emergency Room and notify Employee Health.

2. If the employee refuses to seek medical attention, the supervisor shall document said refusal in the context of the <<Facility Name- Employee Incident Report form>>.”
3. Reportable injuries vs. non-reportable first aid cases are defined as follows:
a. Employee injuries causing loss of work time beyond the day of the injury and those requiring medical treatment but no lost work time beyond the day of injury should be reported.
b. First aid cases not requiring medical treatment and not requiring the loss of work time beyond the day of injury should not be reported, merely logged.
c. First aid cases, not requiring reporting, only logging, may include one-time treatment and subsequent observation of minor scratches, cuts, burns, splinters, and so forth, which do not ordinarily require medical care, even though provided by a physician or registered professional personnel, and not requiring the loss of work time beyond the day of injury.
4. If property damage results from the incident, the employee’s supervisor shall immediately notify the Security or Engineering Department.
5. The original copy of the <<Facility Name- Employee Incident Report form>> is forwarded to Employee Health.
6. If corrective action is applicable due to physical hazards, the Safety Officer may initiate these actions.
7. The <<Director of Employee Health>> will collect all data related work-related injuries and provide a <<monthly>> report to the Environment of Care® (EOC) Committee.
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