Reporting on the Job Injury or Illness
July 22, 2022
How and when to report injuries.  Where first aid facilities are located.
· If you are injured or become ill on the job, report this immediately to your supervisor or lead. Your supervisor or lead will contact Human Resources and request any additional help. If you do not feel comfortable reporting this to your supervisor or lead, you may report it directly to Human Resources.
· If its an emergency call 911
· Complete an Employee Incident Report, even if the injury or illness is minor or if there was a near miss and there were no injuries and submit it to Human Resources as soon as possible.
· There is a first aid kit located ________________
· We require all supervisors to have first-aid/CPR/AED and Fire Extinguisher training. 
· Emergency phone numbers are located in the Emergency Policies and Procedures manual at the Front Desk. 
· Have employee complete and return to their Manager the Xenium Incident Report and Form 801 when reporting an on-the-Job injury or Illness.  
· If the employee is unable to fill out the 801 notify EHG HR Marcy Mee @ Marcyehg@gmail.com and CC’ Mark and Sondra
· Manager will submit form 801 to SAIF per instructions.
· Forward copy of completed forms to Marcy Mee at Marcyehg@gmail.com
· Keep completed form in the Employee confidential file.
· 


