Instructions for Reporting An Accident:


1. Employee reports to the Department Head.

2. The Department Head will complete the Notice of Loss/Accident Form with the Employee.

3. The Department Head will complete the Investigation Report with the Employee.

4. Employee will complete & sign the MACo First Report. Have the employee only fill out the highlighted sections as the Clerk & Recorder will complete the rest.  

5. The Employee will bring the MACo First Report & the Notice of Loss/Accident Form to the Clerk & Recorder’s Office for filing of the claim.

6. Department Head’s need to keep the Notice of Loss/Accident Form and a copy of the MACo First Report in the Employee file.

	7.		The Clerk & Recorder’s office will receive an email with the Claim Number. The Safety Coordinator & Jeremy Norby (Seitz Insurance) will review the loss 	reports & open claim report. These reports will be taken to the Safety Committee quarterly.




	


