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How to Prepare for and Report a 
Work-related Injury or Illness

Pre-injury
Step 1:  Maintain the most current forms (Accident Report and Report of Work Ability).
Step 2: Train supervisors and department heads about the injury reporting process and their related responsibilities.  
Step 3: Train new and existing employees about the injury reporting process and their related responsibilities.

An Injury/Illness or Incident Occurs
Evaluate the need for emergency or urgent care medical treatment.

  

Reporting the Incident
Using the Workplace Injury Hotline (for nonemergencies)
Step 1: The injured employee reports the incident or illness to the supervisor (if available).  The two call the 

Workplace Injury Hotline at 1.833.523.0277 to receive medical recommendation from nurse. The supervisor 
and employee complete the Accident Report and review any safety issues that need to be addressed at an 
appropriate time. (See MCIT.org/workers-compensation/injury-hotline/for more inforamtion about this service.)

Step 2: If medical attention is recommended, the supervisor provides a Report of Work Ability (ROWA) to the em-
ployee to take to his or her medical provider.

Step 3: The supervisor sends the Accident Report to the Human Resources Department or designated MCIT work-
ers’ compensation contact.

Step 4: The workers’ compensation contact receives a First Report of Injury (FROI) from MCIT.

Not Using the Workplace Injury Hotline
For employees who seek medical attention without calling the Workplace Injury Hotline or for record only events
Step 1: The injured employee reports the incident or illness to the supervisor. The two of them complete the Ac-

cident Report and review any safety issues that need to be addressed.
Step 2:  The supervisor provides a Report of Work Ability (ROWA) to the employee to take to his or her medical 

provider.
Step 3: The supervisor sends the Accident Report to the Human Resources Department or designated MCIT work-

ers’ compensation contact.
Step 4: The workers’ compensation contact completes the claim notice through the MCIT member portal (link to it 

from MCIT.org home page).

Managing the Claim
Step1: MCIT receives the notice of claim and triages the claim into three categories:
  1. Record only, no medical care or lost time
  2. Medical only, no lost time but medical care received
  3. Indemnity, lost time and medical care received
Step 2: An initial packet is mailed to all injured employees who have a medical only or indemnity claim. As part of 

the packet, they receive information that is required by the Department of Labor and Industry (DLI).  The 
member also receives a letter outlining that the claim has been established. On record only claims, the 
member receives a letter indicating the claim has been set up, and if there is any additional activity related 
to the incident, the member should contact MCIT.

https://www.mcit.org/workers-compensation-coverage/injury-hotline/
https://live.origamirisk.com/Origami/Account/Login?account=MCIT


Step 3: The FROI on medical only and indemnity cases are reviewed by the workers’ compensation claim staff. If 
appropriate, contact is made with the member, the employee and the medical provider.  

Step 4: On indemnity (lost time) or contested cases, MCIT must make a compensability determination within 14 
calendar days from the first day of lost time. Notice of the compensability determination is sent to all par-
ties (member, DLI and employee) via the Notice of Primary Liability Determination.

Step 5: Ongoing communication between the member and MCIT until all issues in the claim have been resolved.

Important Contacts for Reporting 
Injuries Occuring at Work
When injuries or incidents occur at the workplace, there are three entities outside of the employer that need to be 
notified: MCIT, Minnesota Occupational Safety and Health Administration (OSHA) and Minnesota Department of Labor 
and Industry (DLI). Below is the contact and notification information that you need to know for MCIT and OSHA. MCIT 
notifies the Department of Labor and Industry when it receives the online claim notice (First Report of Injury) from 
members; members do not need to do any direct reporting to DLI.

Call MCIT if you have any questions about who needs to be notified. MCIT should receive an online claim notice 
(first report of injury) on all claims that are reported to OSHA or DLI.

1. MCIT Workers’s Compensation Claim Staff Contact Information
What: All online notices of incidents (first report of injury)

Reports of death 
Reports of serious injury
All reports that go to OSHA and DLI

When: As soon as possible, no later than three days after incident

How: Online Member Portal: MCIT.org (link on home page)

Questions about claims can be directed to MCIT staff at 651.209.6400 (local) or 1.866.547.6516 (toll-free)

2. Minnesota OSHA Contact Information
Minnesota employers are required by law to report to OSHA the following incidents within specified timeframes.

What:  Occupational accidents in which an employee is killed
When:  Within eight hours

What:  Occupational accidents in which an employee is hospitalized, or for any amputations or loss of an eye
When:  Within 24 hours

How: St. Paul Phone: 651.284.5050
 Toll-free:  1.877.470.6742

Afterhours (federal): 1.800.321.6742
 Website:  DLI.mn.gov/about-department/our-areas-service/minnesota-osha-compliance during 

business hours

 Business hours are 8 a.m. to 4:30 p.m. Monday through Friday

https://live.origamirisk.com/Origami/Account/Login?account=MCIT
https://www.dli.mn.gov/about-department/our-areas-service/minnesota-osha-compliance
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First Report of Injury—Avoid the Penalty Box! 
Date: April 2015 

MCIT regularly receives First Reports of Injury that are incomplete (missing critical information), inaccurate, 
illegible or too late to investigate effectively. This can result in warnings and/or penalties from the Department 
of Labor and Industry for late reporting.  

The first step in effective claims management is proper notice. MCIT depends on members’ thorough and 
timely submission of the First Report of Injury. It is important to understand that in the world of workers’ 
compensation, everything is measured in calendar days and penalties are assessed for untimely action. 

Employers have a legal obligation to report claimed work-related injuries. State law requires that an employer 
report a serious injury or death within 48 hours of the occurrence. Members must notify MCIT immediately in 
such a case. Any other claimed work injury that keeps the employee out of work for three calendar days must 
be reported to MCIT, by law, within 10 days of the occurrence. MCIT requests receipt of the report within five days 
of the reported injury or illness to conduct a diligent investigation.  

Upon receiving notice of an injury, often MCIT staff needs to gather medical information. This takes time and 
MCIT staff has 14 calendar days from the date the member is notified of the injury to make a determination of 
liability, issue payment or deny the claim. These timelines are even more critical if the claim is questionable, as 
the Minnesota Department of Labor and Industry requires an attachment of supporting documentation to any 
denial, otherwise it assesses penalties for “frivolous denials.” 

Minnesota law imposes a penalty of up to $500 for each delayed report. In addition, if MCIT does not 
commence payments within the 14-day period, an additional penalty of up to 125 percent of the late payment 
can be assessed. This can result in payment of more than twice the benefits that were initially due!  

If a member is unsure whether to file a First Report of Injury on a questionable claim, call MCIT for advice. Do 
not delay in reporting a claim because it seems questionable. Filing the First Report of Injury does not admit 
liability; it only means a claim has been made by the employee. Again, the sooner MCIT receives the First 
Report of Injury, the sooner MCIT staff can begin the investigation and make a decision regarding 
compensability.  

Penalty payments affect the member’s loss experience, as well as the member’s contributions for the next 
three years.  

As a rule, the employee should never complete the First Report of Injury form. The First Report of Injury should 
be filled in as completely as possible by the employer. Key information includes:
• Social Security number—Required for identification purposes
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• Date of injury—If unknown, the best guess, first date of treatment, etc. 
• Employee address—Required for MCIT to send Employee Information Sheet mandated by the state 
• How injury occurred and which body part injured—be specific 
• Date member received notice—This is critical as it this includes the direct supervisor 
• Lost time information—This is critical; if none, may note “N/A” in the blanks 
• Medical treatment information—If name of facility is unknown, indicate “pending” 
• Date form completed 
• First day of any lost time 
• Return to work date if any 
• Address where incident occurred if not on employer’s premises 
 
If members are unsure about anything on the First Report of Injury form, they should immediately 
contact MCIT. They should not delay reporting. When key information is missing, MCIT staff will contact 
members. 
 




