INJURY CLAIM  REPORTING
CONTACT PEARL VARGAS (496-2272 x.112) AT WASHINGTON WEST CENTRAL OFFICE FOR ASSISTANCE WITH ANY OF THE BELOW:
What to do should you get injured while at work:
1) First and foremost, seek medical treatment.  Depending on the severity of the 

injury this could mean seeing the school nurse, your regular doctor, or even calling 911 for an ambulance.
How to document your injury with the school:

1) You must report your injury within 72 hours of the incident.  Obtain an Employer First Report of Injury Form from the school Administrative Assistant or on our website at www.wwsu.org under Staff Resources.  Complete the following sections on the injury form:

· Employee Section boxes #9 - #21
· Accident Section boxes #22 - #33
· Injury Section boxes #34 - #41 (only complete boxes #40 & #41 if you actually see a physician or go to a medical facility for your injury)
All other sections of the form will be completed by the Central Office Payroll & Benefits Coordinator.
2) Give your injury report form to the school Administrative Assistant.  She will process it with the WWSU Payroll & Benefits Coordinator.
The Payroll & Benefits Coordinator will review your form to be sure it’s complete, and then forward it to the insurance company that handles work related injuries.  The insurance company will report its determination to the Payroll & Benefits Coordinator.  If your injury results in a claim, the insurance company and/or the Central Office Payroll & Benefits Coordinator will contact you to complete the paperwork.
Any bills or invoices associated with your injury will be processed by the worker’s compensation insurance company.  Please do not send these invoices to the Central Office.  Contact Pearl Vargas at 496-2272 x.112 to discuss this procedure and how to submit your invoices.  Pearl can also provide benefit information on work related injuries, including any loss of work time, so feel free to call her during work hours at the Central Office.

IF YOU ARE NOT ABLE TO RETURN TO WORK DUE TO A WORK RELATED INJURY, THE SCHOOL NEEDS TO BE NOTIFIED BY CONTACTING EITHER THE SCHOOL ADMINISTRATIVE ASSISTANT WHO WILL BE RESPONSIBLE FOR INFORMING THE CENTRAL OFFICE OR YOU MAY CONTACT PEARL VARGAS DIRECTLY AT THE CENTRAL OFFICE.  A DOCTOR’S NOTE TO RETURN TO WORK MAY BE REQUIRED DEPENDING ON YOUR SPECIFIC INJURY.
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