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TOWN OF WESTFIELD 
PUBLIC WORKS DEPARTMENT 

WORKER’S COMPENSATION REPORTING POLICY 
 

This policy will set forth guidelines regarding how associates within the 
department shall properly report incidents that qualify as a “Worker’s 
Compensation Incident”.  Please find below a definition describing what a 
Worker’s Compensation Incident is.  This definition shall be utilized by 
department supervision in determining whether or not claim forms shall be 
filled out by the department regarding an incident. 

Worker’s Compensation Incident is defined as medical care to 
employees injured or disabled in the course of their employment (while 
on the job). 

When an associate has been involved in a Worker’s Compensation Incident 
as described above, the associate’s immediate supervisor or responsible 
supervisor (supervisor responsible in absence of immediate supervisor) shall 
fill out the attached forms “Exhibit 1” within 24 hours of the incident.  
Once the forms have been completed by the supervisor, he/she must turn 
them into the department’s administrative assistant for proper filing.  The 
department’s administrative assistant or designee shall forward the forms to 
the Town’s Benefit Coordinator immediately upon receipt and review. 

Should any supervisor question whether an incident qualifies as a Worker’s 
Compensation Incident, they should consult with the Town’s Benefit 
Coordinator and/or the Director of Public Works to make a determination. 

 

 

Bruce A. Hauk, Director 
Westfield Public Works 
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