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Accident Reporting and Investigation
HallKeen Management values their employees and wants to maintain the highest level of safety at each property. 

 It is imperative that when an incident occurs that it be immediately documented and reported. 
All documentation should be fully completed and should be submitted to the proper contacts as soon as the incident has occurred or a manager has been notified and within 24 hours whenever possible. Below you will find some guidelines for submitting incident reports, as well as the correct forms for filing an incident report. Please review and circulate this information to all staff. 
Should you have any questions pertaining to this material please contact Laura Brehart at 781-915-3012. 
Filing a Workers’ Compensation Incident Report:

· All employees are responsible for reporting immediately all injuries that have occurred on the job to their managers. All job-related injuries must be documented with the Workers’ Compensation carrier regardless of whether or not they result in lost time or medical expenses. Please note, it is not an option to skip reporting an injury to see how the employee feels the next day.
· Once the Property Manager is notified of an injury he/she should instruct the employee to complete an Employee Incident Report detailing the injury. This report should include what the employee was doing prior, during, and after the accident and include any safety equipment being used. This report should be written in the employee’s native language and should be signed and dated by the employee.

· Managers are then responsible for completing a Supervisors Accident Investigation Report. It is so important to complete this report with as much detail about the employee statement, physical property, safety equipment, and/or witness testimony.  This investigative process is designed to help Managers follow-up as to how and why the incident occurred and be sure to put in place any changes necessary to prevent future incidents. *** Photos are extremely helpful and important for documentation.
· If there are witnesses to the incident, they should complete a Witness Statement.

· A copy of the Workers’ Compensation Employee Incident Report,  the Supervisors Accident Investigation Report, and the Witness Statement should all be faxed/e-mailed to Laura Brehart at 781-915-3112 or lbrehart@hallkeen.com  with a copy to the Regional Manager of the property.
· If an employee is injured and seeks medical treatment please be sure to indicate that on the Incident Form. Should the employee need to be out of work due to the injury the Property Manager should contact Laura Brehart in Human Resources at 781-915-3012 to discuss this time off.  Prompt reporting of such incidents is essential to protect the rights and well being of the employee and HallKeen Management.
· You are being provided a list of [preferred providers in your area as well as direction to a search engine to look up providers in your area.  Although we cannot dictate which provider an employee is treated by, when using a preferred provider it helps to contain our cost. 
· A delay in submitting an incident report can cost the property large fees for not complying with state regulations. In addition, everyday an employee is out with an injury it is costing the property in lost time and labor. The sooner the company knows about an injury the sooner they can work to get the employee healthy and back to work.

· Managers should reach out to their injured employee within 24 hours of an injury to check on them and get a status on the employee’s condition.

· Good communications between Human Resources, the Manager, and the injured employee is very important in managing all workers’ compensation incidents.
· All Workers’ Compensation Claims are decided by our Workers’ Compensation carrier. A written approval/denial will be sent to the employee directly from the carrier.
· All injuries reported will receive a written response from Human Resources within 10 business days.  The HR Response to Employee Incident will detail any required Safety Training for the injured employee, or other recommendations for safety or procedural guidelines necessary to avoid future injuries. 
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