
Worker Related Injury Procedure
All work related injuries MUST be reported to the employee’s supervisor immediately.

EMERGENCY: bring employee to hospital or call 911. Once situation is stabilized,
         employee completes Work Injury Report, Incident Report (if youth related), 
Release of Medical Information to Employer and a Return to Work Authorization 
Form.  Forms along with a copy of the doctors visit with diagnosis and 
restrictions are to be turned into immediate supervisor who is responsible to turn 
into the consultant supervisor for review and submittal to the accounting clerk 
within 24 hours of the incident. If the employee will be absent from work (lost 
time), the program supervisor must notify the CEO for light duty options prior to 
any time being taken.

NON-EMERGENCY and medical attention is needed, employee receives a Work Injury 
Medical Billing Card-immediate supervisor needs to fill in employee name and 
initial card. Employee completes Work Injury Report, Incident Report (if youth 
related), Release of 
Medical Information to Employer and a Return to Work 
Authorization Form. Immediate supervisor then calls the designated Medical 
Facility in employee’s program community (reverse side) to schedule an 
appointment. Upon employee return from appointment, forms along with a copy 
of the doctors visit with diagnosis and restrictions is turned into immediate 
supervisor who is responsible to turn into the consultant supervisor for review 
and submittal to the accounting clerk within 24 hours of the incident. If the 
employee will be absent from work (lost time), the program supervisor must 
notify the CEO for light duty options prior to any time being taken.

MEDICAL ATTENTION DECLINED, employee must fill out the Work Injury Report and 
Incident Report (if youth related). All paperwork is turned into immediate 
supervisor who is responsible to turn into the consultant supervisor for review 
and submittal to the accounting clerk within 24 hours of the incident.

Worker Injury Examples:

· Possible blood exposure incidents

· Client blood/bodily fluid into staff wounds, eyes, nasal or oral membranes…etc.

· Sprains or strains of any kind.

· Any injury requiring emergency medical attention

· More than superficial cuts/scraps (with or without obvious need for medical attention)
· Concussion/loss of consciousness

· Open wound that is beyond on-site first aide.
· Loss of or likely break of a limb.
Designated Medical Facilities
Marquette:

Occupational Medicine*



1414 W Fair Ave-Suite 35, Marquette




906-225-4555

Newberry:

Helen Newberry Joy Walk-In Center*



502 W Harrie St, Newberry




906-293-9200

Gladstone:

Occupational Medicine*



2500 7th Ave-Suite 100, Escanaba




906-786-0440
Houghton:

Portage Health*



500 Campus Dr, Hancock




906-483-1000

Iron Wood:

Grandview Urgent Care*



10561 N Grandview Ln, Ironwood




906-932-1500

Sault Ste Marie:
War Memorial Walk-In Clinic*



500 Osborn Blvd, Sault Ste Marie




906-635-4401

Munising:

Bay Care Medical Center Walk-In Clinic*



1500 Sandpoint Road, Munising




906-387-4338

Menominee Co:
Daggett Medical Center*



106 S School Dr, Daggett




906-753-2155
Any bills the employee receives must be turned into the Accounting Clerk for review.
The agency reserves the right to refuse any bills acquired from a non-designated medical facility without prior approval.
*Hospital ER is for Emergencies ONLY and should be utilized in cases of an absence of a walk-in center in the location the injury occurred.
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