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Course Description 
This course provides an introduction to reporting work-related incidents with an emphasis on Trinity 
Health’s commitment to safety and prohibition against retaliation for colleagues who report unsafe 
working conditions or work-related incidents. (Note: there is no audio in this course). 
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Introduction 
L e sso n  1  o f  4  
 
What you will learn 
 
You should leave this course knowing: 

• How to report a work-related incident 
• What happens when you report a workplace injury or illness 
• About the anti-retaliation (whistleblower) protections you have when reporting unsafe  

working conditions and work-related illnesses and injuries including "near miss" events. 
 
Glossary 
 
Please look at these important terms before beginning: 

Near Miss 
An incident that could have resulted in injury or illness but did not. 
OSHA 300 Log 
A form for employers to record all OSHA recordable injuries and illnesses that occur in the workplace. 
Privacy Case 
An incident where the employee’s name is hidden from view on the OSHA 300 Log because of the 
specific illness or injury reported, or at the employee’s request for illnesses. 
Trinity Health Employee Incident Reporting (THEIR) 
The application used to report work-related incidents including near misses. 
 
 
 
 
 
 
 
 
 
OSHA ensures safe and healthy working conditions for employees by setting and enforcing standards 
that include requiring employers to provide training, guidance, and assistance. 
OSHA standards also provide employees with: 

• Privacy when reporting certain work-related incidents 
• Protection from retaliation when reporting an unsafe working condition or work-related incident 
 

         How OSHA Protects  
         Your Safety 
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Compliance with OSHA standards continues to be a priority for Trinity Health. Here are three important 
facts for employees to know about OSHA and our current reporting standards: 
 
Fact #1 
Employees must report all work-related incidents.  

 

Fact #2 
Certain information must be recorded 
when reporting. 

 

Fact #3 
All employees are protected from retaliation for reporting unsafe  
working conditions and work-related illnesses and injuries, including "near miss" events. 

 

Three important facts about reporting  
work-related injuries and illnesses and  

unsafe working conditions: 
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Reporting Work-Related Incidents 
L e sso n  2  o f  4  
 
Employees must report all work-related incidents in the Trinity Health Employee Incident Reporting 
(THEIR) application as soon as they occur or when possible. 
Work-related incidents include: 

• Injuries 
• Illnesses 
• Near-misses 
• COVID-19 exposures 

(whether or not they result in a COVID-19 diagnosis) 
 
 
 
Here is what you’ll do to report an incident 
 
Access the Incident Reporting Tool 

• Use the globe icon in the ZENworks window to open THEIR. 
Note: Your local ministry page may show a different icon titled TH Work Related Incident 
Reporting. 

• Refer to the job aid Colleague Incident Entry for steps on how to report an incident (you must be 
logged into Microsoft 365 to open the job aid). 
 

 
 
Use Employee Lookup (if available) when submitting an incident 
Employee Lookup helps ensure current information is included in your incident.   
It saves you time because it fills in details for you such as when you were hired or your address.   
 
 

https://mytrinityhealth.sharepoint.com/sites/SO-IRMSFinanceOperations/FAQs%20and%20General%20Information/Forms/AllItems.aspx?id=%2Fsites%2FSO%2DIRMSFinanceOperations%2FFAQs%20and%20General%20Information%2FTHEIR%20%26%20Post%20Incident%20Investigation%20Material%2FJob%20Aid%20%2D%20Colleague%20Incident%20Entry%2005%2D23%2D2022%20Final%2Epdf&parent=%2Fsites%2FSO%2DIRMSFinanceOperations%2FFAQs%20and%20General%20Information%2FTHEIR%20%26%20Post%20Incident%20Investigation%20Material
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What if Employee Lookup is unavailable? 
If Employee Lookup is unavailable, it’s critical that you fill out all fields in the form completely. This 
way, your incident will be sent to the workers’ compensation provider as quickly as possible. 
 

 
 
 
 
 
 
 
 
 

   Additional information regarding workers' compensation and submitting work-related    
   incidents is also available at HR4U.  
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Remember when reporting incidents 
 
 

 

 

 

Always seek medical attention FIRST for urgent situations. 

 

 Your supervisor will meet with you when appropriate to review 
what happened and identify contributing factors and possible 
prevention actions. This is called a post-incident investigation. 

 

Your ministry may have a specific process for reporting an 
incident; please contact your local HR team or supervisor if you 
need assistance.  

 
 

Certain Information Must Be Recorded When Reporting 
L e sso n  3  o f  4  
 
What happens when I report a work-related incident? 
 
When you report an incident it is processed by your ministry to ensure all required information is 
completed. Your incident may also be sent to our workers' compensation administrator who may reach 
out to you for more information. 
 
In addition, OSHA requires that: 
Specific severe injuries or illnesses be reported to them by your ministry 
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Certain incidents must be recorded on the OSHA 300 Log 
 

 
 
 
 
 
 
 
 

What is a privacy case? 
 
OSHA's recordkeeping standard includes a list of identified illnesses or injuries that are privacy cases. 
 
OSHA defined privacy cases are: 
 
 
 
 
 
 
 
 
 
 
 

Mental 
Illness 

Diagnosis of 
TB, Hepatitis,  

or HIV 

Contaminated  
sharps 

exposures 

Sexual 
Assault 

Injury or 
illness to an 

intimate body 
part or the 

reproductive 
system 

If an incident is recorded on the OSHA 300 Log, a determination is made as to whether it is 
a privacy case. 
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What about illnesses or injuries that are not on the privacy case list? 

 

  

 

Employees have a right to request their name be 
hidden on the OSHA 300 Log for any illness. 
However, employees cannot request this for injuries, 
unless the injury is on the privacy case list. 

 
 

How do I request that my name be hidden on the OSHA 300 Log? 
 
You can request that your name be hidden for illnesses when submitting an incident using the THEIR 
application. 
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Employees are Protected from Retaliation 
L e sso n  4  o f  4  
 
 
 
 

Safety is a Trinity Health Core Value 

All employees are encouraged to report unsafe working conditions  
and work-related illnesses and injuries, including “near miss” events. 

 

Trinity Health strives for a just culture 
In a just culture employees feel safe to speak up and report unsafe working  
conditions and work-related illnesses and injuries, including “near miss” events. 

 

By reporting you help us 
Learn and make improvements to keep everyone safe, including patients, 
residents, and one another. 

 

Don’t Worry 

As a Trinity Health employee, you should never feel discouraged to report any unsafe working condition 
or work-related injury or illness, including "near miss" events for fear of retaliation. Trinity Health takes 
reporting seriously and retaliatory behavior is prohibited. 

Report It! 

If you feel you are experiencing any form of retaliation, please report this to your manager, Human 
Resources, or through the Compliance Hotline. 

If you believe Trinity Health has retaliated against you for exercising your rights to report unsafe 
working conditions, you can report this activity through OSHA’s Discrimination Against Employees 
Exercising Rights section under the OSHA Act of 1970. 
 
 

Please contact your manager or Human Resources if you have any questions about reporting 
work-related injuries or illnesses or unsafe working conditions. 
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