REPORTING EMPLOYEE ACCIDENTS AND INJURIES

PROCESS AND PROCEDURE

	Employer/Supervisor
	Employee

	If the employee is injured at work
· Investigate the site immediately using forms 1 and 2, return to the superintendent.

· Have the employee complete Part I of the Employee Incident Report
· Supervisor complete Part II of the Employee Incident Report and return to the Business Manager

· A fax will be sent to ESD 112 at 360.750.9836

· IF the employee needs to go to a medical provider please refer them immediately to the Business Manager.

· The Central Office will monitor progress during and after medical treatment and work with the supervisor regarding returning to work status.


	If you are injured at work

· Inform supervisor immediately

· Complete Part I of the Employee Incident Form and return to your supervisor

· If you need to go to a medical provider, please notify your immediate supervisor and call ESD 112 @ 1.800.749.5861 and report an incident has occurred, details of the incident to the claims staff and receive a claim number

· After contacting the ESD please contact the Business manger with information.

What to do at the Medical Provider Office

· Inform the medical provider this is a work related injury
· Provide the claim number you received from ESD 112
· The medical provider will forward all information to:
ESD 112 Workers Compensation Claims Department

2500 NE 65th Ave, Vancouver, WA 98661-6812

Phone 360.750.7504; Fax 360.750.9836
· Complete the Physicians Initial Report, provided by the doctor

· DO NOT file and L and I claim at the providers office

· Obtain a note with your work status from the attending physician, not a physician’s assistant.

What to do after each medical provider visit

· Call ESD 112 to report your return to work status

· Bring your return to work status note to the central office to be faxed to ESD 112.  At this time report, to the business manager, your return to work status and provide a copy of the note
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