
WORKERS' COMPENSATION CLAIM REPORTING PROCEDURES - DWC-1 

IMPORTANT:
Employee should be handed or mailed an "Employee's Claim for Workers' Compensation Benefits" form (DWC-1) within one working day of knowledge of an on the job illness or injury.

PERSONAL DELIVERY:
STEP 1:
Complete line 1.  Enter employee's name and the 




date.

STEP 2:
Complete lines 9 through 12.  The date on line 12 




should be the same date or one working day after 




the date on line 11. 

STEP 3:
Retain last copy (Employer's Temporary Copy) for your files and send photo copy to (name of WC office). 

STEP 4:
Fill in blanks of cover letter ("Sorry you're hurt 




letter") with employee's name and date, attach it 




to the DWC-1 form and give it to the employee.


STEP 5:
When employee returns completed form, complete lines 13 through 18. 

Keep the Employer's Copy for the Workers’ Compensation  file.
Then FAX (fax number) or hand deliver the Adjusting Agency Copy to (name of WC office).
Please give a copy of the completed DWC-1 to the employee for their records.
MAIL DELIVERY:
STEPS 1 & 2 are the same as above, except for the following changes.  On line 12, the date should be the same day as you mail the form, which is either the same or one working day after the date on line 11.

STEP 3:
Complete "Proof of Service - Mail Delivery form".

Retain last copy (Employer's Temporary Copy) and keep the original "Proof of Service" form for your files and send copies of both (Employer’s Temporary Copy claim and Proof of Service) to (name of WC office).
STEP 4:
Fill in blanks of cover letter ("Sorry you're hurt letter") with employee's name and date, attach it to the DWC-1 form, a copy of the "Proof of Service" and mail all forms by first class mail to the employee.

NOTE:
THIS MUST BE MAILED WITHIN ONE WORKING DAY OF THE DATE OF KNOWLEDGE OF THE INJURY.
STEP 5:
Same as above.

