
Workers’ 
Compensation 
Loss Checklist

When a workplace injury occurs, a quick and organized response helps protect both your employee and your 
business. Proper documentation, communication, and follow-up are essential to ensuring a smooth claims 
process and a safe return to work. This checklist provides the necessary steps to take after an injury.

What to Do After an Employee Injury

1. ENSURE IMMEDIATE EMPLOYEE CARE & SAFETY

• Ensure medical attention for the injured worker: Verify that the injured worker receives proper medical 
treatment.

• Document any injuries: Obtain a detailed report from the worker regarding how the injury occurred, including 
obtaining any possible witness statements.

2. GATHER INFORMATION AND EVIDENCE

• Document the scene: Take photos, gather witness statements, and write a clear, factual report about the 
incident.

• Collect any surveillance footage: If applicable, review any CCTV or security footage.
• Review incident reports: Ensure a detailed, accurate incident report is completed by the worker and any 

witnesses.

3. REPORT THE INJURY TO AUTHORITIES

• Notify the Workers' Compensation insurance provider: Report the injury or claim to your insurance carrier 
as soon as possible.  This should normally be within 24-48 hours.

• File a First Report of Injury (FROI): Submit the required documentation to the insurance provider or relevant 
state agencies.

• Inform OSHA (if applicable): If the injury involves admittance to the hospital, requires an amputation, loss of an 
eye, or death, report it to the Occupational Safety and Health Administration (OSHA) immediately.  

• Inform Your Granite Insurance Agency Team:  In serious injury or lost time cases, notify your Granite 
Insurance Team so they can proactively advise and assist in claim management and claim advocacy.   

EMPOWERING. YOU. 

4. COMMUNICATE WITH THE INJURED EMPLOYEE

• Offer support and empathy: Stay in contact with the injured worker to show concern and maintain morale.
• Clarify workers' rights: Explain the workers' compensation process and their rights under the law.
• Discuss return-to-work options: Depending on the severity of the injury, as soon as practicable, discuss 

return-to-work strategies (often state specific) such as modified duty or a gradual return to full-time work with 
your insurance adjuster.  Returning the injured worker to modified light-duty as soon as allowed by the medical 
provider can greatly reduce the ultimate cost of the claim.



EMPOWERING. YOU. 
5. EVALUATE THE CLAIM INTERNALLY

• Review the circumstances: Assess whether the incident could have been prevented by proper safety measures.
• Engage internal stakeholders: Include HR, legal, and safety officers to evaluate the incident and identify any 

necessary follow-up actions.
• Assess impact on safety protocols: Evaluate whether there is a need for improved safety measures or training 

programs.

6. REVIEW AND ADJUST SAFETY PROCEDURES

• Immediate review of safety policies: Assess and determine if any immediate changes are required in workplace 
safety protocols to prevent further incidents.

• Conduct a safety audit: Organize a thorough safety review and address any gaps that may have contributed to 
the incident.

• Re-train employees: Implement or reinforce employee safety training and ensure all employees are aware of 
safety protocols.

7. COMMUNICATE WITH THE TEAM

• Inform relevant personnel: Notify HR, safety officers, and management about the incident.
• Address employees’ concerns: If the injury is significant, reassure staff about safety improvements, insurance, 

and support processes.
• Prevent rumors: Ensure that communication is clear, transparent, and consistent to avoid misinformation 

among employees.

8. UNDERSTAND INSURANCE REQUIREMENTS

• Review the insurance policy: Assess coverage and potential costs, as well as any specific requirements under 
the policy. In complex or serious injury cases, you might wish to consider personal legal advice to ensure the 
company complies with all WC state specific statues and regulations.

9. COORDINATE WITH THE INSURANCE ADJUSTER

• Provide documentation: Ensure that all reports, medical records, and any other necessary documentation are 
shared with the insurance adjuster.

• Understand next steps: Discuss the claims process, timelines, and what additional information may be needed.
• Clarify compensation and benefits: Confirm what benefits the injured worker is entitled to under workers' 

compensation, including medical care and wage replacement.

10. PLAN FOR LONG-TERM RECOVERY & PREVENTION

• Track employee recovery: Maintain communication with the injured worker to track their recovery progress.
• Implement preventative measures: Use insights from the incident to strengthen safety procedures, such as 

updated training or the introduction of new safety equipment.
• Document improvements: Keep track of any safety changes, new protocols, or lessons learned, and ensure they 

are incorporated into long-term organizational practices.
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