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EMPLOYEE REPORTING INSTRUCTIONS AND CHECKLIST 
FOR JOB ACCIDENT, INJURY OR ILLNESS 

 
REPORTING IS REQUIRED 

 
_____ You must report all on-the-job incidents/ accidents/ injuries/ illnesses to your supervisor within 24 hours. 
______ Immediately call the 24/7 Employee Call Center at (844) 264-5042 to report the event (this includes broken 

prescription eyeglasses in the course of your job duties). 
IF NOT GOING TO THE DOCTOR  - FOLLOW THE STEPS BELOW 
 
_____ 
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