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CHAPTER 600 – MISSION SUPPORT

90 – Health and Safety Program

[bookmark: HSP_90_3]90.3     Responsibilities 

Employees:

· immediately reporting all property damage, tort claim, business interruption and injury and illness incidents;

· attending and completing required safety and health training or activities;

· correcting workplace hazards within their control and bringing others to management’s attention;

· [bookmark: _GoBack]immediately entering any Office of Workers’ Compensation Program (OWCP) claim into the Safety and Health Information Management System (SHIMS) and providing required documentation to the supervisor per Section 90.6.

Supervisors:

· attending and completing required safety and health training or activities;

· taking immediate action to correct any workplace health or safety hazards either observed or reported;

· ensuring that employees receive appropriate and necessary health and safety training;

· filing a Treasury Inspector General for Tax Administration (TIGTA) Injury/Incident Review Report per 90.8 below within five workdays of either an on-the-job injury or report of an unsafe workplace practice or environment;

· ensuring that employees are not subject to restraint, interference, coercion, discrimination or reprisal for participation in the health and safety program or reporting hazards or incidents;

· ensuring that Workers Compensation Claims are filed, reviewed and certified in SHIMS and required documentation sent to the Internal Revenue Service’s Workers’ Compensation Center (WCC);

· providing employees reasonable official time to participate in the health and safety program or training and to file claims;

· contacting the employee, their physician and WCC on a regular basis to receive updates on the employee’s status and ability to return to work either full- or part-time;

· contacting WCC for advice and instructions on dealing with the current status of a claim and questions regarding leave, compensation and return-to-work issues;

· working with WCC to prepare letters to the employee and with TIGTA’s servicing personnel office to initiate any required personnel actions;

· providing TIGTA’s Office of Chief Counsel with proposed letters and personnel actions for their review and input.  

Executives:

· reviewing incident and injury analysis reports provided by TIGTA’s Health and Safety Officer (HSO); 

· issuing guidance to prevent future injuries;

· ensuring that supervisors and managers timely file and monitor claims;

· working with managers, the Office of Chief Counsel and the Office of Mission Support to provide, wherever possible, light-duty and part-time offers to injured employees to get them back to work as soon as possible;

· actively supporting safety and health training and improvement initiatives.
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