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Employee 

Workplace Injury Reporting

Procedures Flowchart

IS THIS AN EMERGENCY

NO

Contact your supervisor.

IS TREATMENT REQUIRED?

NO

1ST AID ONLY

Complete Employee 
Incident Form And 

Submit to Safety Officer 
within 24 hours.

YES

Medical treatment from 
outside source.

Complete & submit 
Employee Incident Form, 

801 Form to District 
Safety Officer within 24 

hours & 827 Form for Dr. 
to complete

File SAIF claim & 
communicate with 

Supervisor/HR/Business 
Office

YES

Call 911 & Contact 
Supervisor

Proceed to: Is Treatment 
Required? - (YES)

ADDITIONAL INFORMATION 

Doctor’s Notes and Follow Up 

• Upon employee's return to work, 

send doctor’s note to the District 

Office. 

• If the employee does have work 

restrictions, please consult with the 

Supervisor/Human Resources to 

discuss the employee’s return to work 

and this may require an interactive 

accommodation meeting. 

• It is the employee’s responsibility 

to promptly report his/her work 

status to their supervisor  

Please note that it is the goal of 

Sheridan School District for 

employees who are injured on the job 

to receive necessary medical care in 

order to recover quickly and return to 

their usual job duties. 


