
 

 
Workplace Injury or Illness Reporting Procedures 

Procedure:  Workplace Illness and Injury Reporting  
Policy number: HRM-121P 
Effective date: September 2011 
Next review date: July 2012 
Review officer: Chief Human Resources Officer 
 
1. Purpose 

 
The following procedures, which are in accordance with applicable laws are provided to 
assist employees in reporting work-related injury or illness to ensure compliance with 
state regulations and university policy.   

 
2. Employees 

 
2.1 Life Threatening Medical Emergencies - injuries or illnesses that need 

immediate medical care.   
 
A. If an employee is faced with a medical emergency, he/she or a co-

worker may call 911 for emergency medical treatment to dispatch; or 
 

B. Go to the closest emergency room; and  
 

C. Contact Risk Management at 484.365.7595 for directory information on 
designated health care provider for follow-up care to emergency 
treatment as soon as reasonably possible. 

 
2.2 Non-life Threatening Injuries or Illnesses.  The following procedure must 

be followed in case of work related injury or illness.   
 

A. Injured worker must report the workplace injury to his/her supervisor as 
soon as possible, within one business day; and  
 

B. Complete the Employee Questionnaire; Injury/Disease Report; 
Authorization for Disclosure of Health Information and/or Medical 
Treatment Waiver Form and bring report to Risk Management in the 
Office of Human Resources (Attachment I).  
 

C. Meet with Risk Management to review documents and file a claim for 
workers’ compensation. 

 
D. For employees who experience a workplace injury or illness at work 

post-accident drug testing is required within 24 hours of the injury or 
onset of illness.  The Risk Management Specialist in the Office of 
Human Resources shall provide the employee with appropriate form 
for such testing at Quest Diagnostics (800-377-8448). 
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E. An employees’ failure to report a workplace injury or illness within 
policy guidelines may result in disciplinary action up to termination of 
employment. 

 
3. Supervisors 

 
3.1 Perform accident investigation to determine root cause(s) associated with 

the injury or illness and take photos as required and report findings within 
24 hours of accident/injury. 
 

3.2 Implement corrective action to reduce the loss exposure / risk of injury and 
to prevent future unsafe work practices, as necessary and/or as 
recommended by the safety committee. 

 
3.3 Implement progressive disciplinary action, if root cause is determined to 

be the result of the employee’s engagement in unsafe work practices for 
which the employee has been trained and such training is documented. 
 

3.4 A supervisor’s failure to report a workplace injury or illness within policy 
guidelines may result in disciplinary action up to termination of 
employment. 

 
4. Office of Human Resources – Risk Management  

 
4.1 Provide the employee with the following documents and information: 

 
A. Notice to Employees and list of Designated Physicians (Attachment II); 

this notice is also posted in the Office of Human Resources and at all 
time clocks; 
 

B. Inform employee of his/her rights under the Pennsylvania Workers’ 
Compensation Act (or other state law as applicable) and ask employee 
to complete Employee Acknowledgement of Rights and 
Responsibilities under Pennsylvania Workers’ Compensation Act 
(Attachment III); 

 
4.2 Report injury or illness to the University’s Workers’ Compensation 

insurance carrier.   
  

4.3 Provide notice to the employee’s supervisor regarding the individual’s 
status and/or restrictions, next appointment, and treatments as provided 
by physician. 
 

4.4 Provide notice to payroll to ensure employee is compensated for 
reasonable time spent at doctors and treatment appointments.   
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4.5 Perform root cause analysis and report accident findings to safety 
committee to determine recommended corrective action to reduce future 
loss exposure.   
 

4.6 Monitor records with the insurance carrier regarding employee status, 
treatment, restrictions, appointments, etc. 

 
 

Questions about this policy may be addressed to: 
Lincoln University - Office of Human Resources 
1570 Baltimore Pike 
Lincoln University, PA 19352 
484-365-8059  
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