TO:
Staff Members

FROM:
Lisa M. Ritchie, Treasurer

DATE:
August 2010
SUBJECT:
Reporting Accidents

The following are procedures and policies approved by the board of education regarding the reporting of work related injuries.

Board Adopted Policy 8442 (per the bylaws and policies manual):

The Board of Education directs that all reasonable efforts be made to ensure a safe learning and working environment for the students and employees of this District.  To that end, and so that legitimate employee claims for worker’s compensation be expedited, the Board requires that accidents be reported and evaluated.  Any accident that results in an injury, however slight, to a student, an employee of the Board, or a visitor to the schools must be reported promptly and in writing to the District business office.  Injured persons shall be referred immediately to the school nurse or appropriate personnel for such medical attention as may be appropriate.

The injured employee, visitor, or the staff member responsible for an injured student shall complete a form that includes the date, time, and place of the incident; the names of persons involved; the nature of the injury to the extent that it is known; and a description of all relevant circumstances.

Any employee of the Board who suffers a job-related injury must report the injury and its circumstances to the principal or job supervisor, as appropriate, as soon as possible following the occurrence of the injury.  The failure of an employee to comply with this mandate may result in disciplinary action.

The following procedures must be followed if a work related accident occurs:

1. Seek medical attention immediately if needed.  The first treatment, regardless of the physician or facility that administers the treatment, will be paid through the workers’ compensation program.  Any subsequent treatments must be with a BWC certified provider; treatment that is received from a non-certified BWC provider will be the responsibility of the employee.

2. The employee should notify his supervisor or building administrator immediately.  If the accident is not an emergency, the accident report should be completed and forwarded to the treasurer’s office within 24 hours of the accident.  If the accident is an emergency, the accident shall be reported to the building administrator at the earliest convenience and the accident report must be completed within five days of the accident.  Accident reports may be obtained by the building secretary.

3. The employee, a relative, or representative from the District must report the accident to CompManagement Health Systems, Inc at 1-888-247-4800 within 24 hours.  The staff in the treasurer’s office will complete this report, but basic information such as how the injury occurred and where the employee received medical attention must be provided.
4. CompManagement Health Systems, Inc. will work with the attending physician, employee and employer to determine the appropriate care and return to work program if needed.

5. If the employee is ordered not to work by the attending physician, a doctors excuse along with the anticipated return to work date or next appointment must be forwarded to the treasurer’s office within 24 hours of the appointment.  If the employee is ordered off work for a period of greater than three (3) days, additional information will be requested from the employee and the attending physician.

The treasurer’s office will offer any needed assistance if a work related accident should occur.  Here’s looking to a safe school year.
