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A. Introduction
Ingham County places a great deal of importance on ensuring the safety of our employees. However,
the County recognizes that even in the safest workplace accidents and injuries can still happen.
Reporting those incidents in a complete and timely manner ensures the employee receives appropriate
treatment and any corrective action that can be taken to reduce future incidents is made. Employees
have the right to report workplace illness/injury without any fear of retaliation. If an illness/injury
occurs while working, all employees, elected officials, and Commissioners must comply with the
following reporting guidelines.
B. Guidelines
1. Before an Illness/Injury
a. Follow any established safe working practices.
b. Discuss any unsafe working conditions with your supervisor.
2. After an Illness/Injury - Employees
a. Notify your supervisor immediately.
i.

Report all illness/injury to your supervisor, no matter how minor or temporary they may
seem to be. Incidents that have the potential to result in emotional/psychological trauma
should always be reported.

ii.

If you witness an illness/injury that prevents a coworker from moving or speaking,
immediately inform your supervisor.

b. Work with your supervisor to determine what kind of care you need for your illness/injury.
c. If needed, seek medical attention.
i.

The County has partnered with Sparrow Occupational Health for treatment of employee
illness/injury. A list of Sparrow locations for care is included on the Sparrow Occupational
Health Services Authorization for Work Related Injury Care (Attachment B). Phone
numbers are also included on this form.

Page 111 - 1

Occupational Illness and Injury Reporting Policy
ii. For emergencies, call 911 and go to the Sparrow Hospital Emergency Room (or nearest
emergency room) by ambulance.


Examples of emergencies can include blood loss, heart attack, blunt force trauma to the
head, severe burns, and electric shock.

iii. For injury/illness involving possible exposure to bloodborne pathogens (i.e. needlesticks)
that take place Monday through Friday between the hours of 7am and 4:30pm, go
immediately to Sparrow Occupational Health Services for treatment.


Treatment for possible bloodborne pathogens exposure is best obtained within 1-2
hours after exposure.

iv. For injury/illness involving possible exposure to bloodborne pathogens (i.e. needlesticks)
that take place outside of normal business hours, go immediately to Sparrow Hospital
Emergency Room for treatment.


Treatment for possible bloodborne pathogens exposure is best obtained within 1-2
hours after exposure.

v. For non-emergencies that take place Monday through Friday between the hours of 7am and
4:30pm, call Sparrow Occupational Health Services to schedule an appointment. This
office also accepts walk-in appointments, but calling ahead ensures you will be seen in a
timely manner.
vi. For non-emergencies that take place outside of normal business hours, multiple Sparrow
Urgent Care offices are available to provide care until 8pm Monday through Friday and
from 8am to 8pm on weekends and holidays.
d. Once any needed medical attention has been received, work with your supervisor to complete
any required paperwork, including the Ingham County Employee Incident Report (Attachment
A).
e. If you are provided with any paperwork to return to your employer, ensure this is given to your
supervisor as soon as you return to work.
i. This paperwork will also specify any work restrictions you may have been placed on.
f. If you were treated in an emergency room or urgent care, make a follow-up appointment with
Sparrow Occupational Health Services as soon as possible following your initial treatment.
Sparrow Occupational Health Services will determine any necessary plan for follow-up
treatment.
i. In order to ensure follow-up care is covered under Workers’ Compensation, it must be
coordinated by Sparrow Occupational Health for the first 28 days following the initial onset
of injury/illness.
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g. Attend any scheduled follow-up visits as directed by Sparrow. Keep your supervisor and the
Human Resources (HR) Benefits/Leave Analyst up to date on your recovery progress by
providing them with any additional paperwork you receive during your follow-up visits.
3. After an Illness/Injury - Supervisors
a. As soon as an employee illness/injury is reported to you, ensure that the employee receives
any necessary care.
i. If an employee is sent to a Sparrow facility for care, the Sparrow Occupational Health
Services Authorization for Work Related Injury Care (Attachment B) should be completed
and sent with the employee.
b. If the employee needs emergency care, supervisors (or their designee) should meet at or
accompany the employee to the hospital. If at all possible, the supervisor should remain with
the employee until their emergency contact has been notified, the employee is released, or they
are directed to leave by the employee. Update the HR Benefits/Leave Analyst on the
employee’s condition as soon as possible.
c. Time spent for initial treatment for the illness/injury on the day an employee is sent for care is
to be recorded as regular hours worked on their time card. Any additional time/days off taken
by the employee for follow-up care and/or recuperation should be taken as sick leave (or annual
leave if sick leave bank is exhausted) pending evaluation of any claim for wage loss benefits.
d. If the employee requires any follow-up care in response to emotional/psychological trauma
they have experienced, that employee should be directed to the County’s current employee
assistance program (EAP) provider.
History: 2019, Resolution 19-173, Effective April 30, 2019; -- Amended 2019, Resolution 19-252, Effective
June 12, 2019

e. Complete an Ingham County Employee Incident Report (Attachment A) and send it to the
HR Benefits/Leave Analyst as soon as possible. If accompanying the employee for
emergency care, designate another employee to complete the report.
i. If the employee is available to complete and sign the report, have them do so.
ii. Reports should be received with 24 hours of the incident, except in the event of a fatality
or a Michigan Occupational Safety & Health Administration (MIOSHA) reportable
illness/injury (in-patient hospitalization, loss of an eye, amputation). Turning in reports in
a timely manner is crucial for ensuring employees receive appropriate care. It also ensures
that any corrective action which can be taken to reduce the risk of future incidents is made
as soon as possible.
iii. If the employee refuses medical care that appears to be necessary, document that refusal
on the report.
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iv. Any corrective action that should be taken to remove or reduce the threat of employee
illness/injury should be taken and documented.
C. MIOSHA Serious Incident Reporting
1. If a work-related incident involves an amputation (even the loss of a fingertip), loss of an eye,
and/or an in-patient hospitalization, the County is required to report that incident to MIOSHA
within 24 hours of the incident.
2. If a work-related incident involves a fatality, the County is required to report that incident to
MIOSHA within 8 hours of the incident.
3. MIOSHA Serious Incident Reporting Guidelines
a. During Business Hours (Monday-Friday, 8am to 5pm): If an incident involving a fatality or
one of the injuries listed above takes place during business hours, the supervisor on duty must
immediately notify the HR Benefits/Leave Analyst at 517-272-4187. The HR Benefits/Leave
Analyst will be responsible for making the MIOSHA report.
i. In the event that there is no answer, contact one of the HR Assistants at 517-887-4367 or
517-887-4327.
ii. If you are still unable to make contact with an HR staff member, proceed with the afterhours calling protocol.
b. After Business Hours: If an incident involving a fatality or one of the injuries listed above takes
place after business hours, the supervisor on duty must immediately notify their Department
Head (or their designee) who will be responsible for making the MIOSHA report.
i. Amputation, Loss of an Eye, and/or In-Patient Hospitalization: Call the MIOSHA Injury
Report Line at 844-464-6742.
ii. Fatality: Call the MIOSHA Fatality Report Line at 800-858-0397.
iii. Department Heads (and their designees) will be trained on MIOSHA injury reporting
protocol and requirements. See the MIOSHA Serious Incident Reporting Guidelines
(Attachment #3) for guidance on questions that may be asked by MIOSHA when a serious
incident reporting call is made.
iv. The HR Benefits/Leave Analyst should be given a completed Employee Incident Report
by the Department Head (or their designee)/supervisor as well as a summary of the report
made to MIOSHA via email as soon as possible.
D. Attachments


Attachment #1: Ingham County Employee Incident Report
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Attachment #2: Sparrow Occupational Health Services Authorization for Work Related Injury
Care



Attachment #3: MIOSHA Serious Incident Reporting Guidelines
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