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KeyStaff Employee Accident Procedure

KeyStaff Inc. is very proactive in our handling of any accident or incident that occurs on the work-site. The key to
managing an injury or accident is being notified immediately when an incident occurs. That reporting requires
contact with KeyStaff immediately.

What do you need to do as an employee of KeyStaff when an accident or incident occurs?

Incidents are considered events that may be an accident without injury or an event based on previous conditions that
require treatment. A full record is required.

As an Employee of KeyStaff, Inc you are required to report any accident, any incident or any safety issue that is observed
in your department or assignment. This reporting is required by Florida Law as well as best practices by OSHA. It
enables full treatment of any injury that results in returning you as quickly as possible to full duty.

Who should it be reported to? First is to report to your supervisor if available. If for some reason that a supervisor is not
available; contact KeyStaff immediately to assure treatment is provided and authorized. Contact information is at the
bottom of this document.

What is the procedure for treatment? You will be sent to Concentra for treatment as they specialize in accident related
injuries. You will require a drug screen during this treatment. Appropriate treatment will begin to assure a quick
recovery. In some cases immediate treatment will be required and you may be advised to go to the Emergency Room
but that requires approval as most accidents are best treated by a workplace accident specialist.

What are you required to provide to KeyStaff? We have a full accident package and depending on the injury or incident
you have the responsibility to promptly fill out the required documents. They will be provided as needed by the Staffing
Specialist assigned to you.

Will you be paid after the accident if you lose time? Florida sets the requirements for Workers Compensation benefits
and you must lose a minimum of 7 days to qualify for those insurance benefits. Restrictions are supplied by the Clinic, if
treatment has been at the ER then a visit to Concentra for restrictions and ongoing treatment will be required to
establish lost time to meet the requirements of Workers Compensation Insurance.

How is Medication handled? Once treatment has occurred and a prescription provided we must approve so that the
Pharmacy can be paid.

This does not cover all of the conditions required when an accident occurs but will provide you with sufficient
information to start the process.

Email: Accident@mykeystaff.com

Call: (954) 203-6003 or (954) 218-2214



