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Acronyms  

AMRH Al Masarra Hospital 

P&P  Policy & procedure  

IRLS Incident reporting and Learning System  

SHO Senior House Officer  

EHOS Environmental Health and Occupational Safety 
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Occupational Injury Reporting Guideline 

1. Introduction 

Healthcare workers have long been with-standing wide range of occupational risks and hazards 

associated with infections, psychosocial hazards, violence and harassment, injuries, hazardous 

chemicals, and many more. These occupational risks can cause health impairments, injuries, and 

illnesses affecting the worker, the employer, the service, and the service users in general. Apart 

from the proper implementation of risk assessments, and prevention measures, strategic and 

appropriate management of an actual occupational injury is crucial to the overall safety of all 

workers.  

2. Scope  

This document is applicable to all healthcare workers in Al Masarra Hospital (AMRH), including 

medical, medical-allied, and non-medical employees.  

3.  Purpose 

3.1. To establish a clear rules and regulations to be followed in the event of occupational related 

injury.  

3.2 To systematically implement an occupational safety through guided management of 

occupational injury.  

4. Definitions 

4.1. Occupational injury: is bodily damage resulting at work place. It could be at the spine, hands, 

the head, lungs, eyes, skeleton, and skin. Occupational injuries can result when managing a 

psychiatric client; or from exposure to different occupational hazards such as temperature, noise, 

insect or animal bites, blood-borne pathogens, aerosols, hazardous chemicals, radiation, and 

occupational burnout.  

4.2. Occupational Injury Notification Form: AMRH’s official form to be filled in the occurrence 

of occupational injury citing details of the occupational injury and its cause.  
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4.3. Medico Legal Form: A document or a form in which a hospital is required to prepare through 

an attending doctor after taking history and clinical examination in cases where could precede a 

future legal implication such as injuries due to accidents and assault. 

4.3. Incident Reporting and Learning System (IRLS): is a computerized information database 

used as a mechanism for monitoring and improving quality of healthcare.  

5. Guidelines 

5.1 The injured employee or his representative shall notify her/his direct supervisor about the 

accident and details of the circumstances related to the occurrence of the injury within a period 

of not exceeding 24 hours from the time of the accident, as condition permits.  

5.2 The injured employee or his representative must document the event in the IRLS within 48 

hours from occurrence of the accident. The report must include: the name of the employee, 

detail of the event, injury type and location, the first aid provided to the injured staff, and the 

perpetrator’s name if applicable; or any factors that have caused the injury.(Refer to the Policy 

and Procedure of IRLS, MOH/DGQAC/P&P/002/Vers01) 

5.3 The physician on duty shall conduct the assessment to the injured staff, and the provision of 

primary care and documents all the assessments in Al Shifa 3+ system. 

5.31. Shall fill both the Occupational Injury Form and the Medico Legal Form accordingly. 

5.3.2. Shall refer the injured staff to a specialized health institution, if the condition requires. 

5.4. The Occupational Injury Form shall be filed and forwarded by the employee’s respective 

department heads to the Environmental Health and Occupational Safety Officer (EHOS) for further 

assistance. (Refer to AMRH/EHOSD/P&P/001/Vers.01) 

5.5 The Hospital Event Manager should establish an investigation and/or investigation team 

accordingly if applicable on each event; review the cameras, relevant reports, photos, and evidences 

pertaining to the accident if necessary to the investigation. 

5.6 The injured employee must be examined by a specialized doctor, within (7) seven days from the 

date of the accident; be given follow up instructions about the treatment, and be subjected for a 

medical examination from time to time whenever required. 

5.7 In injuries which may imply compensation, the injured employee must initiate a request through 

writing a request letter with attached complete medical treatment report in Al Barwa following 

proper channels. 
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5.8 If the injury resulted in a severe damage, the employee may complete 3-6 months treatment plan 

and provide a recent printed medical report (not handwritten) with the stamp and signature of the 

treating doctor; (preferably a consultant or senior specialist) so that the medical board/committees 

can evaluate the injury and estimate the degree of disability resulted from that injury. 

6. Responsibilities 

6.1 The injured staff shall  

6.1.1. Shall be aware of this guideline and adhere accordingly 

6.1.2. Notify immediately or within 24 hours the immediate In Charge  

6.1.3. Write the incident in the IRLS in Al Shifa system within 48 hrs from the time of the 

incident  

6.1.4. Seek treatment from specialized doctor accordingly within 7days from the date of the 

incident;  

6.1.5. Send through Al Barwa the full medical treatment plans and report; the request for 

compensation if applicable 

6.2 Physicians shall  

6.2.1. Conduct an assessment to the injures staff and write their notes in Al Shifa 3+ system 

6.2.2. Fill the Medico Legal Form & Occupational Injury Form  

6.2.3. Refer the injured staff to a specialized health care provider if required. 

6.3. Psychiatrist or On- call  Doctors, shall be involved in case that patient is the perpetrator, to 

review and/or  to advise a necessary intervention or treatment for the patient that can mitigate the 

recurrence of the incident. 

6.4 Quality and Patient Safety Department, Event Management shall  

6.4.1. Review the event according to P&P of Incident Reporting & Learning System (IRLS).  
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6.4.2. Monitor the compliance on Occupational Injury Reporting Guideline. 

6.5 All Department Heads shall employ measures to properly implement the Occupational Injury   

Reporting. 

6.6. Environmental Health and Occupational Safety Officer (EHOS) shall follow up the injured 

staff and maintain Occupational Injury Form to Directorate General of Health Services on a 

monthly basis as per policy. 
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Appendix 2.Flow Chart on Reporting an Occupational Injury  

 

 ساعة من وقوع الحادث 24الإبلاغ عن الواقعة في مدة لا تتجاوز 

Notify the immediate incharge within the 24 hrs 

 ساعة 48خلال ( IRLS)رفع تقرير الحدث في نظام الآمن 

Write the event within 48 hrs in IRLS 

 استمارة الإصابة المهنية 

The physician will fill the Occupational Injury Form 

 الاستمارة الطبية القانونية

 (The physician fill the Medical Lego Form) 

 أيام 7خلال ( البروة)طلب التعويض في نظام المراسلات المتبع 

injured staff to intiate a request in the Al Barwa  

 أشهر 6-3استكمال وانهاء فترة العلاج 

Complete full course of treatment with 3-6 
months  

 ورفع تقارير طبية حديثة مطبوعة بعد الانتهاء من فترة العلاج

to submit medical report after the treatment 
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   Appendix 3.Medico Legal Form Sample 
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Appendix 4.Audit Tool  

Department  Date 

 

 

 

 

 

 

 

 

S.N Audit process Standard / Criteria Yes Partial No N/A Comment 

1 Document Review & 

Interview 

Is the event being notified by the assigned staff to immediate 

supervisor as soon as possible within 24 hours? 

     

2 Document Review Is the event being recorded appropriately in the IRLS within 48 

hours? 

     

3 Document Review Are the Occupational Injury Form and the Medico Legal 

Form being filled accordingly by the physician after the 

event? 

     

 

4.  

 

 

Document Review  & 

Interview 

Are the injured employee being examined by a specialized 

doctor, within (7) seven days from the date of the accident; 

given follow up instructions about the treatment, and 

subjected for a medical examination from time to time when 

required. 

     

 

5.  

 

 

Document review 

Is the Environmental Health and Occupational Safety Officer 

(EHOS)  follow up the injured staff and maintain Occupational 

Injury Form to Directorate General of Health Services on a 

monthly basis as per policy. 
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Appendix 5.Document Request Form 
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Appendix 6.Document Validation Checklist 

 


