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Policy & Procedure Manual

Section: Laboratory Safety Manual Subject Title: Reporting Work Related
Incidents

Issued by: LABORATORY MANAGER Original Date: April 20, 2001

Approved by: Laboratory Director Revision Date: October 22, 2003

Policy:

Mount Sinai Hospital supports that al workplace employee accidents/incidents resulting in
personal injury, in potential for injury and / or loss of process (damage to equipment) are
reported to their Manager/supervisor and to Occupational Health and Safety using the Hospital's
'"Employee Incident Report'. Following the completion of the Employee Incident Report, the
responsible Manager/supervisor must assist with the investigation/debriefing into the causes of
the accident/incident. This policy includes everything from needle stick injuries to cuts and falls.

Purpose:

Timely reporting of awork related accidents/incidents is necessary to comply with the provincia
Workplace Safety & Insurance Act, which requires employers' to submit awritten signed report
within three work days of learning of a work-related accident/incident.

Responsibility:
Employee, Manager/supervisor, Occupational Health Nurse, WSIB Case Coordinator

Key Elements:
- Procedure for the Employee
Procedure for the Manager/supervisor

Where to Report Monday to Friday, 0730-1530 hours
Where to Report After Hours

Employee Incident Report Form

Related Documents:

Emergency Procedure Manuals Home CodeBlue
FIRST AID MI\L S29\v01
MEDICAL EMERGENCY MNLS30\v01
WORKPLACE ACCIDENT INVESTIGATION MI\LS32\v01
INCIDENT REPORTING, EMPLOY EE V-d-11

EMPLOYEE INCIDENT REPORT FORM: MSH GENERAL MANUAL APPENDIX 9

MANAGEMENT OF NEEDLE STICK INJURIES AND SIGNIFICANT Vi-e-10
BODY FLUID EXPOSURE

FOLLOWING ACCIDENTAL PUNCTURE WITH A USED NEEDLE OR | 4.50.001
INSTRUMENT OR MUCOSAL EXPOSURE
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Procedure;

EMPLOYEE
Compl etes the employee portion of the Employee Incident Report ensuring that all sections
of the form are completed and details are accurate.
If unable to work or first aid treatment required, reports to Occupational Health & Safety for
assessment and treatment. If Occupational Health and Safety is closed the employee may
report to the Emergency Department.
Advises Occupational Health and Safety when a workplace incident has resulted in lost time
or the need to see a medical practitioner for treatment.

MANAGER/SUPERVISOR
Ensures that an Employee Incident Report is compl eted when a workplace incident occurs
that has or could have caused an employee injury or illness.
Reviews the completed Employee Incident Report Form to ensure that all sections of the
report are compl ete.
Reviews incident details with employee and identifies any corrective actions needed or taken.
As required, utilizes other resources such as witnesses to the incident, union representatives,
health and safety representatives and Risk Management. Occupational Health & Safety is
available to assist with the investigation as required.
Signs and dates the report in the Manager Signature Area.
Sends the origina of the Employee Incident Report to the Occupational Health & Safety
Department.
Sends a copy to the Safety Committee for review.
Notifies Risk Management as required.

Whereto Report Monday to Friday,
0730-1530 hours. Report to: MSH Occupational Health and Safety

Hours: Monday to Friday, 0730-1530 hours, Closed 1200-1300

L ocation: 60 Murray St, South Side Entrance
Telephone:  416-586-1572

Occupational Health and Safety provides assessment(s), treatment(s) and referral(s), as is/are
necessary, for employees who have sustained an injury/incident/accident.

Whereto Report After hours

Report to the M SH Emergency Department at ext. #5054, who will follow-up and notify
Occupational Health and Safety.

The Emergency Department responds only when the incident is obviously serious or
Occupationa Health and Safety is closed.
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