PURPOSE:
The purpose of this procedure is to identify the process to be followed should an employee suffer from a work related injury or illness.
PROCEDURE:


I. Injury Reports
It is each employee’s responsibility to report all on-the-job injuries or illnesses.  Affected employees are required to properly complete all necessary forms as listed below.  All employees are required to provide proper documentation in order to verify that the injury or illness was, in fact, work related.

Any type of significant injury or illness will require the employee to seek medical attention that day or as soon as possible.   All injuries or illnesses must be reported in writing if possible, the day the injury occurs, to the employee’s immediate supervisor (who forwards required information to the Clerk) along with all medical information and return to work status.

The following forms are to be completed as indicated below:

A. Accident/Injury Report, Employee Portion, within 24 hours, to Supervisor
B. Accident/Injury Report, Supervisor’s Portion, within 48 hours, to Clerk
II. Authorized Medical Facilities
An employee injured on the job should be taken to any urgent care facility that deals with workman’s comp (see suggestions below).  Severely injured employees who are likely to require hospitalization should be taken to the University of Michigan or St. Joseph Mercy Hospital.  Copies of all information given to the employee must be forwarded to the Clerk. (Example: return to work authorization, doctor’s instructions, diagnosis, etc.)

Suggestions: 

Clinics
A. Business Health Services, Maple Health Building, 3131 S. State Street, Suite 100, Ann Arbor, MI  48108 – (734) 213-6285 OR Business Health Services, 501 Maple Road N, Ann Arbor, MI  48103 – (734) 327-3999

B. Primary Care Plus, 10020 Professional Center Dr., Hamburg, MI  48139 – (810) 231-6080 (on M-36 approx ½ mile past Borek-Jennings Funeral Home)

C. Woodland Health Center, 7575 W. Grand River, Brighton, MI  48116 – (810) 844-7575

Hospitals

D. University of Michigan Hospital, East Medical Center Drive, Ann Arbor, MI  48107 – (734) 936-6666

E. St. Joseph Mercy Hospital, 5301 E. Huron River Dr., Ann Arbor, MI  48108 – (734) 712-3456

III. Outside Medical Expertise

When outside medical expertise is recommended by any of the authorized medical facilities, the injured or ill employee shall seek such recommendation and shall provide the Clerk with copies of all medical findings, return to work status, bills, etc.

IV. Non-duty related Injuries

Any injury or illness sustained while not participating at work for Northfield Township shall require the injured employee to notify his Supervisor who shall restrict the member from all departmental activities.  When employee feels able to return to work, employee shall visit their physician and receive authorization in writing to return to work.  This authorization form must be submitted to the employee’s Supervisor prior to actual return to work.  The Supervisor must submit all paperwork to the Clerk as soon as possible.  Any medical treatment sought will be at the employee’s expense.
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