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TO:   LO Management, SECO   

CC:   RSM

Complete the form then email to appropriate parties. (NOTE: All fields MUST be completed before submitting).  Forward completed form within 24 hours of a job related injury, illness or near-miss. 
Save to your Desktop.  
	Immediate Notification Report
 

	Supervisor Completing Form

	Job Title
	

	Last/First/Middle Name
	

	Facility
	

	Telephone Number
	 

	 

	Injured Employee or Affected Property Information

	Work Location
	

	Job Title
	

	Last/First/Middle Name
	

	Telephone Number
	

	Property Identification
	 

	 

	Date/Time of Accident Occurrence
	

	Location of Accident
	

	Accident Type (injury/death/equipment)
	

	Description of Mishap
	

	 

	Facility Corrective/Preventative Actions Implemented in Response to Accident
	 

	 

	Preventative Action Recommendations  
	 

	 

	Additional Comments
	 

	 

	Date/Time Form Completed/Submitted
	


IMMEDIATE NOTIFICATION REPORT

GUIDELINES
The purpose of this reporting format is to provide immediate notification of all occupational-related injuries and illnesses and near-misses to your Line Office and the Safety and Environmental Compliance Office (SECO).  

This report is designed for use electronically and only requires the basic information on the incident. This new reporting criteria does not replace the submission of a CD-137 or CA Forms. 

Procedural Steps for Action
1.  Employee or covered Contractor is injured.

2.  First Line Supervisor is immediately notified and injured personnel is treated or sent to medical facility.

3.  First Line Supervisor will fill out the Immediate Notification Report (INR) within 24 hours of the injury or reported illness and forward the report electronically to their authorized Line Office Managers.  The NOAA Safety Manager and Regional Safety Manager shall receive a courtesy copy of this message.

4.  First Line Supervisor shall continue with their case management of the injury/illness by filling out all appropriate documents such as the CD-137, CA-1 or CA/2, SF-91 (motor vehicle accident) in accordance with the NOAA Safety Policy and DOC Standards.
5.    Any injury with medical treatment must, no matter how minor must be reported. If a NEAR MISS incident is of such a significant nature where loss of life could have easily occurred, then those should also be reported. 

