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POLICY
The organization reports all occurrences involving employees that result in or have the potential to result in injury or illness.
DEFINITIONS
Employee Occurrence – Any incident that results in:

1. Actual, suspected or possible injury to self;

2. Actual, suspected or possible injury to another employee; 

3. Actual or suspected exposure to a reportable contagious disease.

PROCEDURE
A. The employee who experiences an on-the-job occurrence:  

1. Reports the occurrence to their manager or his/her designee as soon as possible.  Must be reported within 24 hours of the incident. 
2. Implements first aid measures for minor injuries or requests assistance as needed.  

3. Contacts his or her manager immediately if uncertain how to proceed.

4. Documents the incident on an Occurrence Report form for follow-up by the manager or designee.

5. When applicable, obtains medical evaluation and treatment from physicians and facilities listed on the Company’s Workers’ Compensation panel.     
B. An employee who witnesses an on-the-job occurrence involving another employee: 

1. Reports the occurrence to the appropriate manager or his/her designee as soon as possible and within 24 hours of the incident.

2. Assists with first aid measures as indicated.

3. Assesses the individual to identify any physical symptoms, functional limitations, or related discomfort. 

4. Calls 911 if emergency assistance is needed and not immediately available. 

5. Contacts a manager immediately if uncertain how to proceed. 

6. Provides information/documentation as a witness to the occurrence as requested by the supervisor.   

C. The manager or his/her designee: 

1. Thoroughly investigates the incident to determine if it was preventable. If preventable, formulates an action plan to ensure that similar injuries/illnesses do not occur in the future.

2. When appropriate, directs the employee to seek further medical evaluation and treatment from physicians/facilities listed on the Company Workers’ Compensation panel.  Contacts Talent Management to coordinate Workers’ Compensation case management, if applicable.
3. Maintains appropriate documentation of the occurrence:
a) Assists the employee as needed with completing the Occurrence Form.

b) Collects information from the employee and any witnesses to the occurrence.
c) Attaches a copy of the physician’s report to the Occurrence Form when medical evaluation and treatment are performed.   

d) Appends the physician’s statement when appropriate.

e) Requests a written directive signed by the physician that releases the employee to return to work and/or stipulates any work restrictions.  

4. Tracks occurrences as needed to ensure optimal clinical outcomes for the employee.

5. Notifies -Performance Excellence - immediately of major occurrences that result in significant medical intervention, hospitalization or death.

6. Following an occurrence, ensures that the employee who is returned to restricted duty is scheduled appropriately.

7. Forwards original copies of the occurrence report and related documentation to - - Performance Excellence.

D. Performance Excellence:
1. Notifies Talent Management and the CEO of all employee occurrences in a timely manner. 

a) Notifies the CEO immediately of major occurrences that result in significant medical intervention, hospitalization or death.

b) Notifies Talent Management of occurrences that are potential Workers’ Compensation claims and/or OSHA recordable incidents.
E. The Vice President of Talent Management: 

1. Files Workers’ Compensation claims and interfaces with insurance carrier, employee’s manager, and employee as needed to facilitate claims process.

2. Serves as a resource to management and employees regarding employee safety and procedural issues. 

3. Maintains centralized OSHA log of reportable injuries and illnesses as required by Federal and State regulations.

4. Monitors data related to employee occurrences on a company-wide basis so that appropriate measures can be taken to resolve potential workplace hazards and ensure employee safety.   

Links to the protocols for specific employee occurrences are located in the electronic reporting format below. 
Link to Employee Occurrence Report (http://www.thagroup.org/employee-resources/employee-occurrence-report/) 
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