PROCEDURES TO FOLLOW IN CASE OF AN ACCIDENT

For Key Staff Source, Inc. Employees 

Updated 3.7.11
1.  All injuries, regardless of severity, must be reported to Key Staff Source.

Our employees are instructed prior to assignment that it is their responsibility to 

report all injuries to their immediate supervisor and to notify Key Staff Source as

well.  If the injury is minor and does not require treatment it must be reported to Key 

Staff Source, Inc. and it will be filed for record only.

2.  When an injury occurs and immediate medical attention is needed:  

a. Call the Key Staff Source office at (662) 680-6999 or 1-800-748-8912 and ask                 
for Katie McMillan, Branch Manager.  In her absence, give the information to any Key Staff Source employee.  
b. If the injury occurs after 5:00 p.m. or on weekends or holidays, call the 
emergency 

      cell phone 662/687-2424.  Please leave a message if you get voice mail - You will 
      receive a call back.  

3.  Please be prepared to give a brief description of the injury to the Key Representative.   If necessary, we will have the injured employee call our Medcor nurse to determine the level of treatment required.  If it is determined that medical treatment is needed the Key Representative will come to your worksite and transport the employee to the treating physician.  

4.  In the event that emergency transportation for treatment is required, the Key 

Representative will instruct you to call for an ambulance and/or transport immediately

for treatment.  Upon arrival at the treating facility tell the admitting clerk that this is a worker’s compensation claim for Key Staff Source, Inc.  They have a protocol on file to follow for Key Staff Source, Inc.

5.  Following all injuries, the Branch Manager will conduct a thorough accident site investigation.  Your input as well as the immediate supervisor, co-workers and witnesses will be requested and appreciated.  
6.  If the investigation reveals any preventive measures that need to be addressed involving the worksite, your full cooperation in making any changes will be appreciated.

Key Staff Source, Inc. is actively involved in protecting our employees and reducing risk for the benefit of the employees safety and to reduce the frequency of accidents with our clients.

