
 

ROICC  
EMPLOYEE MISHAP REPORTING STEPS 
 
If you or a coworker from your office is injured in any way please 
follow these steps: 
 
1) Get the immediate medical attention you need.  This begins by 
knowing the emergency service phone numbers at your location for 
helping you or a coworker.  If your mishap is non-emergency in nature 
it is highly desirable that you utilize the station dispensary for 
assistance.  A universal dispensary form for the employee to use is 
attached below (Attachment 1) and should be completed by the 
supervisor before the visit.  
 
2) Notify your supervisor.  Let he/she know what and where the mishap 
took place. 
 
3) The supervisor will notify the EFD/EFA Safety Manager (0526/09K) 
within 24 hours of the incident. 
 
4) The Supervisor or Safety Manager using, at a minimum, the 
investigation questionnaire attached below (Attachment 2) will 
investigate the mishap.  The purpose of the investigation is to assure 
that the hazard is identified and eliminated so it won’t happen to 
someone else. 
 
5) The supervisor will complete a CA – 1 form (Attachment 3) and 
forward to the EFD/EFA Safety Manager (0526/09K) for distribution to 
the applicable HRO department.  It is important that the supervisor 
complete this form for all mishaps in order to protect each employee, 
even though there is no claim involved.  Many times a medical condition 
resulting from a mishap may reoccur.  If HRO has no record of an 
initial claim or report necessary leave for the employee may not be 
granted.  Additional guidance may be obtained from the 
LANTDIVINST 12810.3A “Federal Employees’ Injury Compensation 
Program” dated 9 SEP 1993 and LANTDIVINST 5100.17. 
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