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Injury Reporting Procedure 
 
 
 

 Injury to Student  

 
 
 

  Student reports injury to employer and 

off-campus coordinator 

 Medical treatment provided 

 Parent contacted 

 

 

 Student completed Worker’s 
Report of Injury or Occupational 
Disease Form 

  Employer competes Employer’s 
Report of Injury or Occupational 
Disease Form 

Does not insert account number 

 
 

  Reports given immediately to 
off-campus coordinator 

 

 
 
 
 

 Off-Campus Coordinator: 
 

 Checks accuracy of reports 

 Inserts Alberta Education’s account code 
345912/6  and signs name plus writes “on 

behalf of Alberta Education” 

 Faxes both completed forms within 72 hours of 
incident to: 

- Curriculum Sector at 780-422-3745 
and 

- Worker’s Compensation Board at   
780-427-5863 

 Maintains original copies of forms 

 Consuls with employer on how to prevent 
similar incidents from occurring in the future. 
 

 

 


