EMPLOYEE ACCIDENT / INCIDENT REPORTING POLICY 
Effective Date: February 2014
Policy:  To establish a protocol for reporting employee accidents/incidents resulting in an occupational injury or illness. 
Policy Specifications:  
1. Any accident or incident that results in an occupational injury or illness must be reported to the Supervisor of Human Resources within twenty-four (24) hours of the occurrence.
2. An investigation of the accident or incident will be conducted by the Department Director/Designee. The following data, as it may apply, must be included on the report form:
a. Name and address of workplace;
b. Date and time of the occurrence;
c. Circumstances surrounding the occurrence;
d. Where the occurrence took place;
e. Name of any witness(es) and their account(s) of the occurrence;
f. Any follow-up information;
g. Any other pertinent data, as necessary or required;
h. Signature and title of the person completing the report.
3. A copy of all employee accident or incident reports are filed in the Human Resources office and a copy is filed in the employee’s personnel record.

