Merchco Services, Inc.
Human Resource Policy & Procedures

Work Related Injuries
December 13, 2016

A General Note – Merchco Services has recently changed Workman Compensation Insurance Programs and has re-organized the process as it relates to the Human Resource Department.
It is mandatory that every Merchco Services employee follow the instructions detailed below.

Policy – 
· All Merchco Services employees are required, without fail to have their safety manual up to date and with them at all times.  It is mandatory that this is kept in the employee’s tool box.  If you do not have the latest copy, you may go to the Hermosa website and in “Documents/Human Resources” print a copy.  You may also request a copy from your Sr. Account Manager or from the Human Resources Manager and one will be sent to your home address.
· Along with the Safety Manual, employees should have the latest “First Report of Injury Report” (see attached).  You may print a few copies of the attached report and place in your safety manual.  Please destroy previously distributed versions of this report.
Process –
· If an employee is injured at work, whether or not medical treatment is required, a “First Report of Injury” must be filled out and submitted to Human Resources within 24 hours.  Please make sure to fill in all applicable information to prevent reporting delays. 
· If treatment is required, the supervisor, or when working alone, the injured must call (888) 879-8813 during business hours, if after hours please call (713) 420-9900 immediately.  The “First Report of Injury” must be completed with Physician/Hospital/witnesses information along with any documentation concerning treatment from the medical provider and submitted to Human Resources within 24 hours.
· The supervisor must gather and submit any witness statements to Human Resources with 24 hours.
· A 5 panel drug screen must be administered anytime an employee is injured and the results must be faxed to 1 (800) 233-4097 by the facility performing the test.
· [bookmark: _GoBack]5 panel drug screens must be performed immediately after the employee is treated at a medical facility.  If the location performing the initial medical treatment does not perform 5 panel drug screens then a local provider can be found by contacting the following:
· Accredited Drug Testing, Inc.	1 (800) 221-4291
· USA Mobile Drug Testing		1 (800) 851-2021
· Quest Diagnostics			1 (800) 877-7484

· If the injured employee is required to take any time off due to the injury, a doctor’s excuse must be submitted to Human Resources within 24 hours.  Under no circumstances may an employee return to work, when excused by a doctor, without a release from a doctor.  An injured employee must submit, when excused by a doctor, without any lapse of time, a continued doctor’s excuse or a full release to work.
PLEASE PRINT THESE INSTRUCTIONS AND THE FIRST REPORT OF INJURY REPORT AND KEEP THEM WITH YOUR SAFETY MANUAL.
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