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1.0 PURPOSE AND SCOPE

This guidance document describes the roles and responsibilities of the CH2M HILL Hanford Group, Inc. (CH2M HILL) employee health advocate who provides support for injured or ill employees during treatment at off-site facilities.
This guidance document does not identify the responsibilities of the on-call safety manager or for the employee’s manager, though it does provide guidance.  Management responsibilities cannot be delegated to the employee health advocate.
2.0 IMPLEMENTATION

This guidance document is effective on the date shown in the header.

3.0 RESPONSIBILTIES

Responsibilities are contained within Section 4.0.

4.0 GUIDANCE

4.1 General Instructions

The employee health advocate’s responsibilities are assigned to employees approved by their manager and the vice president of Environment, Safety, Health, and Quality (ESH&Q) on a weekly basis.  The typical duration of the assignment as the on-call employee health advocate is one week, beginning at 7:00 a.m. on Monday and lasting until 7:00 a.m. the following Monday.

4.1.1 When On Call
1. Keep cellular phone and/or pager on during the assigned period and remain within the effective pager and cellular phone range of the site (approximately 40 miles).
2. Maintain personal fitness for duty during the assignment period.
3. Return calls or messages as soon as possible, typically within ten minutes.
4. Document contacts and responses to provide accurate follow-up reports using Figure 1, or equivalent documentation.
5. Maintain and have available a current copy of the Occurrence Notification Center (ONC) on-call list.
6. If unable to respond, contact another identified employee health advocate and arrange to have the services provided.
7. When an employee health advocate action has been completed, provide directions for the employee to contact the following in the event of additional questions.
a. For routine injury/illness events, contact immediate manager/supervisor and the project Safety and Health manager.

b. For significant events or occurrences, direct the employee to a member of the Employee Response Team with inquiries.

The employee health advocate will provide a follow-up report to the investigating Employee Response Team member as to the employee’s treatment and prognosis.
8. If the assigned employee health advocate cannot perform the above responsibilities, transfer employee health advocate responsibilities to another identified employee health advocate.  The individual transferring the responsibility shall contact the ONC and advise them of the change, either by e-mail or phone during normal business hours, and either personally or by phone on nights and weekends.
9. Direct the employee and attending manager to the CH2M HILL Workers’ Compensation coordinator, who will assume the responsibilities as the employee health advocate for the illness/injury at time of discharge or admission to the off-site treatment provider.

4.1.2 On-Site Treatment
1. When contacted by a CH2M HILL shift office that an injured/ill employee is being transported to the Hanford Environmental Health Foundation (HEHF) care center, perform the following.
a. Check with the contacting shift office or with the employee’s manager and identify any special needs and respond, as needed.

b. Close action by contacting the CH2M case management coordinator and provide initial report of injury/Illness event and any actions taken.

4.2 Ambulance Runs

See also TFC-ESHQ-S_CMLI-C-02.
	Employee Health Advocate
	1.
	When notified that an employee is being transported to an immediate care clinic or the Kadlec Emergency Care Center for an occupational injury or illness, provide a physical presence at the off-site medical treatment facility and deliver any requested assistance within the scope of this procedure, including:
a. If chemicals are involved in the event, contact the involved industrial hygienist or technician and obtain the following:



	
	
	1) For vapors, chemical type and vapor concentrations at exposure site (e.g. ammonia, volatile organics, acetic acid, caustic, etc.)

2) For liquid chemical exposure, the Material Safety Data Sheet information and chemical concentration

3) Obtain technical support or interpretation from the involved industrial hygienist as needed.

b. Provide medical care provider information received above so as to treat the affected employee.

c. Advise initial treatment health care staff that affected employee works for a self-insured employer so that the correct Washington State Worker’s Compensation forms are used for the case.

NOTE:  Following the initial health care services, the CH2M HILL Worker’s Compensation coordinator assumes responsibility as employee health advocate for administration of any subsequent medical treatments.

d. Address any other need or request that would assist the employee in obtaining needed treatment and care.

e. Once specific needs and concerns of the injured/ill employee have been addressed, identify any follow-on actions that may be needed to close the injury/illness event.



	
	2.
	When notified that an employee is being transported to an immediate care clinic or the Kadlec Emergency Care Center for non-occupational condition, perform the following.
a. Contact attending manager and identify any concerns or needs that the employee may have.

b. Provide employee health advocate services as warranted by the identified needs and concerns.


	
	3.
	Provide guidance to attending manager concerning the following items.
a. Contact CH2M HILL Human Resources for drug testing services, if employee was involved in government vehicle accident.




	
	
	b. Personal Notifications:
1) Consult with affected employee to obtain phone numbers for contacting family or concerned party.

2) Make contacts and request their presences at the health care center.

c. Arrange to get employee’s vehicle back to their residence.

d. After treatment, provide follow-up status of employee’s condition with the shift office.

e. Advise employee to meet with the CH2M HILL Worker’s Compensation coordinator to file a claim.

f. Confirm with the shift office who will be responsible for the generation of an Event Report (A-6003-580); send to the CH2M HILL case management coordinator.



	
	4.
	In the event the employee health advocate notification is made after the employee has been seen and released by the medical provider, document the details of the notification and inform the CH2M HILL case management coordinator that employee health advocate support could not be rendered.


4.3 Non-CH2M HILL Injuries or Illnesses

	Employee Health Advocate
	1.
	When a non-CH2M Hill employee becomes ill or is injured at a CH2M HILL work site, provide employee health advocate services to the affected worker, as appropriate.



	
	2.
	Notify a safety representative of the employee’s company and perform the following.
a. Report the event and actions taken.
b. Request involvement of the company in responding to their employee’s needs.


	
	3.
	With the non-CH2M Hill safety representative, obtain a path forward to be taken for each specific case.

NOTE:  This same protocol will work in reverse if a CH2M HILL employee is injured at a Fluor Hanford work site.



	
	4.
	Notify the assigned CH2M HILL case management coordinator or delegate of the communications, the follow-up actions, and the name of the non-CH2M Hill employee’s safety representative.


5.0 DEFINITIONS
No terms or phrases unique to this guidance document are used.

6.0 RECORDS

The following records are generated during the performance of this guidance document:
· Event Report (A-6003-580)
· Contact Record.
The CH2M HILL case management coordinator is responsible for record retention and retirement in accordance with TFC-BSM-IRM_DC-C-02.
7.0 REFERENCES

1. TFC-BSM-IRM_DC-C-02, “Records Management.”
2. TFC-ESHQ-S_CMLI-C-02, “Responding and Reporting Injuries, Illnesses, and Accidents.”
Figure 1.  Contact Record.
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*A typical note should identify: (a) incoming/received call; (b) outgoing/placed call; (c) from/to organizational/ functional assignment of caller or person being called; (d) topic of call or discussions with attending manager, injured/ill employee, industrial health technicians, industrial hygienists, Shift Operations, etc.

NOTE:  Do not include any adverbs, adjectives, or incomplete sentences unless directly capturing a verbatim statement in the notes section from the employee, attending manager, or treatment facility.




