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Standard Operating Procedure (SOP) – 

Reporting Laboratory Incidents
Dr. Andrea Fleig

Dr. Reinhold Penner

Queen’s Center for Biomedical Research (QCBR)

Queen’s Medical Center (QMC)

1. Purpose
This SOP describes the procedure for reporting any injury that occurs in the QCBR.

2. Scope
This SOP will be used by all employees of the QCBR.   
3. Procedure

· For serious injuries (needle sticks, burns, falls, respiratory exposure), go to Employee Health and explain what happened.  For less serious injuries (paper cut) reporting to Employee Health is not necessary.
· Report incident to Mahealani Monteilh-Zoller or Andrea Fleig.
· Complete an intra-departmental incident report as fully as possible.  

· Follow-up with Mahealani Monteilh-Zoller or Andrea Fleig. 
· Mahealani Monteilh-Zoller/Andrea Fleig must complete “Supervisor’s Report of Accident form that is available via the Queen’s Intranet – Workers’ Compensation Administration Link.
3. Location of Incident Report folder

· Incident Report folder is located in University Tower 816.

