EMPLOYEE ACCIDENT/INCIDENT REPORTING
Effective Date: *

Policy:  It is the policy of this facility that all incidents or incidents that result in occupational injury or illness must be reported.
Policy Specifications:  To establish protocol for reporting employee accidents and incidents.
Responsibility:  All Employees
Standards: 

1. Any accident or incident that results in an occupational injury or illness must be reported to supervisor, human resources or designee within twenty-four (24) hours of the accident or incident.

2. Investigation of the accident or incident will be made by the department director or designee. The following data, as it may apply, must be included on the Accident/Incident Report Form:

a. Name and address of the workplace

b. Date and time the accident/incident took place
c. Circumstances surrounding the accident/incident

d. Where the accident/incident took place

e. Names of any witnesses and his/her account of the accident/incident

f. Nature of the injury or illness (i.e. cut, needlestick, bruise, nausea, etc.)

g. Follow-up information

h. Other pertinent data as necessary or required

i. Signature and title of person completing the report

3. A copy of all employee accident or incident reports are filed in the Business Office, and a copy is filed in the employee’s personal record.

4. Procedures governing the recording of occupational injuries and illnesses on the OSHA Form 300 are located in a separate policy of this section entitled OSHA Form 300.

