INSTRUCTIONS FOR COMPLETING INJURY REPORTS

UW-STEVENS POINT

Worker’s compensation reports should be completed within 24 hours.  There are three separate forms required to report an employee injury.  If you have any questions about these forms, call Safety & Loss Control at ext. 2618 or ext. 3901. 

1.  INJURED EMPLOYEE:  (two forms to complete)
· Complete the sections highlighted in yellow on the Employer’s First Report of Injury or Disease and the Employee's Work Injury and Illness Report.    
· Keep the green medical & lost time fact sheets and Worker’s Compensation Coordinator’s business card.  Give the completed forms to your supervisor along with any work slips from your doctor.

2.  SUPERVISOR:  (two forms to complete)

· Complete the sections highlighted in pink on the Employer’s First Report of Injury or Disease, and the Supervisor’s Accident Analysis and Prevention Report.  If the injury involves repetitive motion or material handling also complete the appropriate section on the reverse side of the Supervisor’s Accident Analysis and Prevention Report.

· Place completed forms and work slips in a sealed envelope and forward (or hand deliver) to UWSP Worker’s Compensation Coordinator - Sandy Palmgren, Safety & Loss Control, 101 George Stien Building.
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