Return to Work Procedures

1.0 Injury/Illness Reporting
Purpose

To provide guidelines for reporting of workplace injuries/illnesses.

Occupational incident reporting and follow-up
All staff involved in a workplace incident must immediately:

· Report any workplace injury to the first aid attendant and then to your supervisor after you've received any necessary first aid treatment.
· Complete and submit a Worker's Report of Injury if medical aid is required.
· Give your doctor the letter and functional abilities form provided to you by your supervisor.  Submit the completed copy back to your supervisor.
· Report any near miss to your supervisor and complete a Near Miss & Danger Report.

· Report any violent incidents or threats to your supervisor and complete a Personal Security Incident Report as outlined in the Personal Security and Incident Reporting Directive.
· Report any incident resulting in property damage to your supervisor. 

Supervisors must immediately:
· Provide the employee with an information package, which will include a letter to the physician and a functional abilities form.
· Complete and submit an Employer's Report of Injury if one of your staff reports a workplace injury.
· Report absence to HR.
· Complete your portion of the Near Miss and Danger Report and forward a copy to a Safety Committee representative if one of your staff reports a near miss.

· Complete an investigation report and forward a copy to your Safety Committee representative and to your Director. 
· Report to the Occupational Health & Safety Branch of Yukon Workers’ Compensation Health and Safety Board any serious workplace accidents and injuries including fatalities, fractures of major bones, loss of sight, third degree burns, uncontrolled explosions, collapses of cranes or load bearing components of building, brake failures causing runaways and close calls of the above.

· If one of your staff reports a violent incident, complete your portion of the personal security incident report and forward it to your supervisor as outlined in the Personal Security and Incident Reporting Directive.
· Ensure remedial action is implemented in as soon as reasonably practicable.

Senior Management must:
· Monitor incident reports, confirm the cause of the incident and ensure appropriate follow-up action is approved and implemented by the supervisor as soon as reasonably practicable.

· Direct detailed investigations, as required.
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