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	TO:
	Andrea Robinson, Human Resources
	FAX:
	248-483-3176

	FROM:
	     
	DATE:
	     

	RE:
	Incident Report
	PAGES:
	3 (including cover)

	Note: 

Please deliver to Andrea Robinson or Bill Dreyer in OFS HR Department.  If Andrea is unavailable, please deliver to Sandra Gronau or Brandon Whittet for processing.


EMPLOYEE INCIDENT REPORT – INITIAL ACCIDENT
REQUIRED INFORMATION:
_____  Make sure both pages of the Employee Incident Report are included
_____  Make sure you use the correct form with Liberty Mutual as the insurance carrier

_____  Submit the Incident Report within 24 hours of the injury, preferably the same day

_____  Has the work supervisor been notified and the area manager
PROCEDURES:
Fax this form along with the completed Omni Incident Report (form F300-0016) to the Southfield Office HR Fax at:  248-483-3176

Please include any worksite statements as to what caused the injury.  Omni management must be notified immediately in the event of 3 or more employees being injured, if there has been a loss of limb, or if there has been a death of an employee.
Things to remember when completing an Employee Incident Report:

· Try to fill out the form as completely as possible.  All the information you provide is needed to complete the form submitted a claim to our insurance carrier

· Make sure you are using the correct form.

· Take the time to provide a detailed statement about the injury and how it happened.

· Omni has the right to choose where we send employees for occupational care and for most worksites we normally send the injured employee to a Concentra Medical Center.

· If an employee seeks out medical attention on their own, Omni normally does not pay the bill.  If an employee claims an injury and brings in a doctors note from their personal physician, and if it was work related, we would normally still send the employee to Concentra and have Concentra provide the follow-up care.  (Note: if an employee is seeing their own doctor on a work related injury and didn’t report it at the time the injury occurred an Employee Warning Notice should be issued for failure to report an injury).

· Any medical statements received from the employee or doctor must be forwarded to Southfield immediately.

· As part of our agreement with our insurance carrier, Omni Facility Services will honor all employee work restrictions as a result of an employee injury.  We want them back at the jobsite as soon as possible.  The employee is not to sit a home.  We will find work for them to do, even if it involves sitting at a desk and washing out trash bins, we will find work for them to do.
· To speed recovery, it is important that the employee follows through with their medical care and prescribed physical therapy.  Those doctor visits do not need to be scheduled during an employee’s normal workday.  Concentra can and will schedule appointments before or after the employee’s scheduled work.
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