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INSTITUTIONAL REGULATORY CODE (IRC)

(Policies, Procedures, Rules etc.)

	To be completed by initiator of policy/policy owner:

	1.POLICY
TITLE:
	PROCEDURE IN EVENT OF AN INJURY ON DUTY

	2.  FIELD OF APPLICATION:

     (All persons to whom policy applies)
	All NMMU staff

	3.  COMPLIANCE OFFICER(S):

     (Persons responsible for ensuring for implementation)
	Deputy Director Campus Health Service
Occupational Health Centre

Human Resources

Safety Health and Environment Management Committee(SHE)

	4. STAKEHOLDER CONSULTATION

     (State the stakeholder group/s consulted during policy formulation/revision)
	Occupational Health Centre staff,
Human Resources

SHE department

	5.  DESIGNATION OF POLICY OWNER:

     (Person responsible for maintaining policy)
	Occupational Health Centre Staff

	6.  NAME OF POLICY OWNER:
	Occupational Health Centre
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	For office use only

	SUBJECT (Broad policy field):
	Facilities and Services

	SUBJECT NUMBER:
	900

	CATEGORY (Policy sub-field):
	Health and Safety Management and Services

	CATEGORY NUMBER:
	902

	IRC NUMBER:
	902.03


PROCEDURES IN EVENT OF AN INJURY ON DUTY
1 A.  In the absence of Occupational Health Staff or afterhours
1. Report the injury to the HOD/SHE representative in your department as soon as incident happened. 

2. Seek first aid from a designated first-aider in your area.
3. Contact the security staff who will contact the emergency medical transport unit immediately. @ ext 3636 (North); 2482(South); 1231 (2nd Ave); 3710 Missionvale;  5114 (George)
4. In the case of an accident/ incident contact the Safety Health and Environmental officer @ 041- 504 9110, North Campus.
5. Emergency medical transport will make the necessary arrangements if the employee needs to consult a medical doctor.

7.   The following documents must accompany the injured employee to the hospital:
       * ID Document or a certified copy of the document, of the injured person.
       * IOD referral letter for Greenacres Hospital only.
B.   When working Off–Campus eg. work related travelling
Report IOD to HOD as soon as possible

HOD to inform the OHC (or Security if after hours) and provide the injured persons contact details, hospital details, etc.
In the event of the absence of the OHC staff, security will follow the after hour procedure.
If out of Town at the time of the incident, the injured person is to be taken to the nearest hospital for treatment.

C.     Employee’s responsibility
      * To see that all necessary forms are completed by the medical doctor that attends to him/her.

      * All medical documents are to be submitted to the Occupational Health Center (OHC) i.e. first medical report, progress medical reports etc.
      * A certified copy of the employees ID provided to the OHC

      *To inform the OHC if you are booked off sick and for how long. 

      * Sick certificates issued to clearly indicate IOD and sent to the OHC 

      * Employee to report to the OHC on the first day returning to work to complete the necessary documentation. 

      *All problems\queries to be referred to the OHC @ ext 2045 / 3662 on        return to work.

 

IMPORTANT NOTES!
1. Emergency and life threatening cases will be transported immediately to Greenacres or St George’s hospital by Guardmed or Netcare 911 ambulance service or any other emergency services. 
2.  DO NOT WAIT FOR FORMS IN AN EMERGENCY THESE CAN BE SUBMITTED TO THE HOSPITAL LATER ! 
3. Do not use your medical aid or cash for any IOD treatment. 
4. All IOD’s should be reported to the OHC within 24hrs of the actual injury in order for a claim to be processed. 

5. Contact the OHC @ ext: 3662 or 2045for follow up care and referrals
6. In case of chemical splashes or other foreign bodies in the eyes, eye rinses must be done immediately at the worksite for 10 minutes before you seek medical help at the OHC.

2  A.  During office hours

1.     Report the injury to the HOD/SHE representative in your department. 

2.     Seek first aid from a designated first-aider in your area.
3.     Contact the Occupational Health Center at North Campus immediately. The OHC Staff will assess, treat, complete the necessary claim forms and refer as needed – telephone numbers below
4. In the case of a major accident also contact Safety health and 

         Environmental officer @ 041- 504 3427 , North Campus.
5.    The following documents will accompany the injured employee to the doctor/hospital:

       * Copy of ID Document

       * Employers report [WCL2] completed by the Occupational Health Center   staff.
B.    Employee’s responsibility:

      * To see that all necessary forms are completed by the medical doctor that attends to him/her.

      * All medical documents are to be submitted to the Occupational Health Center (OHC) i.e. first medical report, progress medical reports etc..

      * A certified copy of the employees ID provided to the OHC
      *To inform the OHC if you are booked off sick and for how long. 

      * Sick certificates issued to clearly indicate IOD and copy sent to OHC,HR and employees supervisor.
      * Employee to report to the OHC on the first day returning to work to complete the necessary documentation. 
* Follow-up care and support will be done by OHC staff.
EMERGENCY NUMBERS:

1. Occupational Health Center: (North)  

Valencia Benjamin      041 504 3662
Kobus Magielies          041 504 2045

2. Security
Central Emergency: 041 504 2009
South: 041 504 2482

North: 041 504 3483
2nd Avenue: 041 504 3710
Missionvale: 041 504 1231
George Campus:  044 801 5114 / 5050
2. Ambulance services:     
    NETCARE 911:   0723411963     /   041 3907070   

    GAURDMED:     
0826535881     /  041 373 6777                                          
    Event Support Service:  0825607661    \   0721381280
4. Hospitals:

    Greenacres hospital: 041 – 390 7000

    St. Georges Hospital: 041- 3926111
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