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Injured employee’s supervisor completes Form UM WC-1 as soon as possible, but no later than the end
of the next business day after the injury, and sends the form to their Department Representative. The
supervisor also completes the Supervisor’s Accident Investigation Report and sends it to the Department
Representative, who then sends it to the CF Safety Coordinator within 48 hours of the employee’s injury.

For first aid injuries
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The Department Representative keeps a
copy of Form UM WC-1 and sends the
original to the CF HR Manager.
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Risk Management and keeps the original.

The CF HR Manager sends a copy of
Form UM WC-1 to Leigh Hollinger at

Risk Management sends copy of
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Form UM WC-1 to Claims Services.

For medical treatment, lost
time/modified duty injuries
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Supervisor ensures injured employee(s)
receive necessary medical attention at an
authorized medical facility if needed and
that no other employees can be injured
from the unsafe condition that led to the
injury and investigate the injury.
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All medical reports should be forwarded to
the Department Representative, who then
sends it to CF HR as soon as received.
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For lost time injuries the injured The injured employee’s managers and

employee’s supervisor will conduct HR Manager will evaluate the medical

a lost time injury investigation restrictions to determine an appropriate
within 5 days of the injury. limited restriction or modified duty
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Information from the investigation
should be shared with the
Department Director and CF
Safety Representative within 5

assignment if the employee is unable to
return to his/her regular job.

days of the injury.
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The Director of Facilities
Administration’s Administrative
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Copies of the completed lost
time/limited or modified duty
investigation forms should be sent to the |¢
Chief CF Director, the Director of Last step for limited
Facilities Administration, or modified duty
and the CF Safety Representative within
5 days of the injury.
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Associate will schedule a lost time
injury review.
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A preliminary lost time review may be conducted in the
absence of injured employee. The final lost time review
should be updated when the employee returns to work.
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