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This month: 

What To Do When an Accident Happens 
 

Sometimes, despite the best safety precautions and training, an accident may occur in the workplace.  
Ensuring that all workers know what to do in the event of an accident or other emergency is an integral 
part of your Accident Prevention Program and may save lives. 

Manager’s Meeting 
Before an accident occurs: 

Emergency action plan 

Chapter 296-307 WAC requires employers to develop a written emergency action plan.  The emergency 
action plan must be kept at the worksite and be available, upon request, to all employees.  It must be 
reviewed with all workers when they are assigned to the job, when their responsibilities under the plan 
change, or whenever modifications are made to the plan.  An employer with 10 or fewer employees is 
allowed to share an emergency action plan with workers verbally, instead of developing a written plan. 

• An emergency action plan must include: 
• Procedures for emergency evacuation, including exit route assignments; 
• How for account for all workers following an evacuation; 
• Procedures for reporting a fire or other emergency; 
• Protocols for emergency operation or shutting down equipment prior to evacuation; 
• Procedures for rescue and medical response; and 
• Procedures for operating and maintaining an emergency alarm system. 
In addition, you should have an up-to-date list readily available to all workers that shows: 

• Who to contact for emergency information;  
• Where and to whom to report accidents, injuries or illnesses; 
• Personnel trained and certified to provide first aid, if needed; and 
• Personnel designated to assist in an emergency evacuation. 
First Aid  

Staff trained in first aid procedures and first aid supplies are required to be readily available on site.  A 
minimum of one first aid kit is required for 15 or fewer workers.  Two first aid kits are required at 
worksites that normally have 16-30 workers, and three kits are required for 31-50 workers.  Commercially 
available first aid kits are considered to be adequate, should be easily accessible to all workers, and may 
be carried in a vehicle used near a work crew.  First aid kits should be stored in containers that protect 
them from damage, deterioration or contamination and should be checked weekly to ensure that 
adequate supplies are available. 

All workers should be told where first aid kits are located and who to contact for first aid assistance.   

Consult with the Washington Department of Labor and Industries (L&I) 

L&I can help you to prepare for what to do if an on-the-job injury should occur.  The L&I Early Return to 
Work Consultation (ERTWC) team will assist employers with support including training, tools, and 
systems.  No-cost consultations are available by contacting L&I by email at ERTW@lni.wa.gov or by 
telephone at 360-902-5555. 

When an accident occurs: 

Provide emergency treatment 

If a worker appears to be seriously injured, call 9-1-1 immediately.   

Encourage workers to get medical treatment even if the injury does not require emergency care.  Injuries 
such as falls, cuts and sprains can become serious if they are not treated immediately.  If an injured 
worker needs medical care, they should be sent to the emergency room or to their health care provider of 



choice.  Note that the Washington Department of Labor and Industries (L&I) will pay for the worker’s first 
medical appointment and for an ambulance, if needed, for an on-the-job injury. 

Workers have the right to choose their doctor and to decide who, if anyone, will accompany them to a doctor 
visit.  Workers also have the right to refuse to have an employer representative accompany them to the 
hospital or medical visit. 

Preserve the scene of the accident 

Do not move or disturb machinery, vehicles, tools, or personal protective equipment involved in an accident 
until a representative from L&I has investigated the scene and released the equipment, unless it is necessary 
to move equipment to assist a victim or prevent further injury.   

Secure the accident site as soon as possible to keep all workers safely away from any hazards and prevent 
disturbing the accident scene.  Take photographs of the accident site, interview witnesses and document how 
the injury happened. 

Report the accident to L&I 

A death or in-patient hospitalization caused by an on-the-job injury must be reported to L&I within 8 hours by 
calling 1-800-423-7233.  In addition, a non-hospitalized amputation or loss of an eye must be reported to L&I 
within 24 hours.  If the employer does not learn about the accident when it occurs, the incident must still be 
reported within these timeframes after the employer is notified.  In addition, if a fatality related to an on-the 
job accident occurs within 30 days of the accident, the employer must report it to L&I. 

When reporting an accident to L&I, the following information should be provided: 
• Name and telephone number for contact person; 
• Name of the business; 
• Location/address where the accident occurred; 
• Date and time that the accident occurred; 

• Name(s) of workers who were injured; and 
• Brief description of the incident. 

Workers compensation claims 

Workers’ compensation pays for medical care for work-related injuries or illnesses.  A worker who is not able 
to work after an on-the-job injury may be eligible to receive a portion of lost wages through workers’ 
compensation.  To initiate a workers’ compensation claim, the injured worker must file a report of accident.  
The worker’s medical provider will certify whether or not the worker’s injury is job related, help the worker to 
file a workers’ compensation claim, evaluate when the worker can return to duty, and recommend any 
further treatment. 
• Employers are not allowed to: 
• Discourage a worker from seeking medical treatment or filing a workers’ compensation claim; 
• Pay for the worker’s medical treatment in lieu of filing a claim with L&I; or 
• Discriminate or retaliate against a worker for filing a claim. 

When injured employees are medically cleared to return to work, but are not yet able to perform their 
previous job responsibilities, they can be assigned to temporary or light duty positions.  Coordination with L&I 
before an accident occurs will help to identify possible light duty jobs or transitional jobs for injured workers 
and can help to reduce employer costs. 
Review the incident 
After all official investigations and paperwork are completed, the accident and how it happened should be 
reviewed.  Revise workplace protocols and policies as necessary to prevent future incidents and to keep 
workers safe and healthy. 

 

CREW’S  CORNER 
Knowing what to do when an accident occurs can help save lives, prevent additional injuries, and protect 
your future employment and income.  
 
Make sure you know: 
• Who to notify if an injury, illness, accident, or other emergency occurs; 
• Where the nearest first aid kit is located; 
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• Where to find someone certified to administer first aid; 
• Workplace evacuation routes and gathering places; 
• Where emergency alarm systems are located; and 
• Procedures for shutting down equipment if an evacuation is needed; 
 
Be sure to report all injuries, work-related illnesses and accidents, even near misses—no matter how minor 
they may seem--to your supervisor or other designated individuals.  These reports can help to prevent 
serious injuries in the future. 
 
If an accident occurs: 
• Provide medical assistance immediately and call 9-1-1 if the accident is an emergency; 
• Promptly report any job-related injury or illness to your immediate supervisor or other designated 

emergency personnel; and 
• Do not move or disturb machinery, vehicles, tools or personal protective equipment at the scene of the 

accident unless it must be moved to assist the victim or prevent additional injuries. 
 
If you are injured on the job, you need to get medical help and notify your employer.  Your employer must 
make sure you receive prompt medical attention. 
 
If your injury is minor, get first aid at your work site.  If you need further treatment, go to the emergency 
room or your doctor and be sure to tell the doctor that you were injured at work.  You have the right to 
choose your own doctor and to choose who, if anyone, accompanies you to the doctor or hospital.  
 
Workers’ compensation pays for medical care that is directly related to an injury that occurs on the job.  It 
may also pay for a portion of your wages while you are unable to work.  More information on workers’ 
compensation is available at https://lni.wa.gov/claims/for-workers/injured-what-you-need-to-know/.   
 
Your employer is not allowed to discriminate or retaliate against you for filing a claim or seeking 
workers’ compensation benefits. 
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  Walk-Around  
Safety Inspection 

What To Do When An Accident Happens 
❑ Do you have an up-to-date Emergency Action Plan and is it available to all employees? 

❑ Has important emergency information-- including emergency procedures, emergency contact 
information, and evacuation routes—been posted in locations where it is clearly available to all 
workers? 

❑ Are all workers provided with training on safety procedures at your worksite? 

❑ Do all workers understand what to do if an accident or emergency occurs? 

❑ Do workers know when, where and to whom to report accidents, injuries, and illnesses and who to 
contact for emergency information? 

❑ Are first aid kits and staff members who are trained in first aid readily available on site? 

❑ Are first aid kits inspected, restocked or replaced on a regular basis? 

❑ Are supervisors trained to encourage injured workers to seek medical treatment? 

❑ Do all workers understand your emergency evacuation plans and evacuation routes? 

❑ Do workers and supervisors understand your process for accounting for all workers following an 
evacuation? 

❑ Have personnel been designated to assist in an emergency evacuation and do workers know who will 
assist them in evacuations? 

❑ Do you have a process for reporting job-related injuries to L&I? 

Topics covered: 

❑ What To Do When an Accident Hap-
pens 

Notes: 

Date: __________________________________ 

Foreman/Supervisor: ____________________________________ 

Employees present:  

 __________________________   _______________________  

 __________________________   _______________________  

 __________________________   _______________________  

 __________________________   _______________________  

 __________________________   _______________________  

 __________________________   _______________________  

 __________________________   _______________________  

 __________________________   _______________________  

 __________________________   _______________________  

 __________________________   _______________________  

 __________________________   _______________________  

Take a Minute for Minutes 
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