
How to Fill Out a 
Notice of Accident Form

What to do after you’ve been injured at work



Notice of Accident 
Forms Exist 
Because Workplace 
Injuries and Illnesses 
Happen

• Sometimes accidents 
happen
• The workers’ 
compensation system does 
not look to blame the 
worker OR the employer
• The form is a way to help 
you through the process



The Notice of 
Accident Form
The Workers’ Compensation Administration (WCA) provides a 
Notice of Accident Form to be filled out when someone is injured 
or becomes ill on the job.

The Worker must report the 
accident/injury to the Employer within 15 days using the Notice 
of Accident form (NOA). This is the law. §52-1-29 NMSA 1978



Where Can I Find 
the Form?

• Look in your break room
• Is there a poster nearby?
• Ask your employer
• Or contact a WCA ombudsman

• The box in the poster’s center notes 
the Employer’s claims administrator. 
This is the person who can help you 
with your injury claim, once filed.



How to Fill Out 
the Form
• Either the worker or employer can fill out the form. If 
the worker is unable to fill out the form, a supervisor may 
be able to help. 

• Fill in the name of the person injured.

• The form asks for information on the accident. What day 
did it occur? What time? Where?

• The worker will need to state their social security 
number.

• Describe what happened. 

• The worker will need to sign the form.

• The Employer fills out the shaded area and signs the 
form as well.

• Both worker and employer get a copy of the form once it 
is filled out.



Use the Back of 
the NOA Form

• On the form’s reverse side, 
you’ll find information that 
may be of help. If you have 
difficulty filling out the form, or 
have questions, contact us—
toll free—at 1-866-
WORKOMP/1-866-967-5667.
• The form lists the number of 
our offices statewide.

• The WCA’s web address is 
also listed. 



Thank You!

Ombudsman Hotline: 1-866-967-5667 
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