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WORKERS COMP FIRST REPORT OF INJURY INSTRUCTIONS

Overview:
The University of Northern Colorado cares about the health and safety of all employees and expects all employees to work in a safe manner.  However, there are times when employees do get injured on the job.  If you are injured during the course of your work, it is the employee’s responsibility to report the injury to his/her immediate supervisor immediately if possible, but no later than four (4) working days from the date of the injury.  Failure to report a claim promptly (within the four days), may reduce the employee’s benefits and cause them to be financially responsible for the treatment.

The supervisor may take the initial First Report of Injury if the employee does not need medical treatment, or if the employee needs treatment but the Human Resource Services department is closed.  Otherwise, the employee should come to the Human Resource Services department, located in Carter Hall, Room 2002, to report the incident and schedule an appointment with the University’s Worker’s Compensation provider.  

For Supervisors - The Process:  
1.  Pull First Report form from the HRS Website at http://www.unco.edu/hr/forms/HRS%20Forms/Injury_Illness_Report.pdf.   

2.  Have this form completed by injured employee.  Assist if necessary.

Make sure the times are specific (to the best of their knowledge) and make sure the department information is completed.    

Complete description of the injury and how it happened.  Be specific on left, right, lower back etc.  

3.   If the employee needs medical attention:  

· If the HRS office is closed:  After completion of the First Report of Injury/Illness form, call Dr. Scott Haskins’s office to set up the appointment and send the employee to: 

Dr. Scott Haskins / Dr. Michelle Paczosa   


Family Physicians of Greeley



6801 W. 20th Street



Suite # 101



Greeley, CO 



Phone 970-378-8000

Hours:  8AM-5PM Monday through Friday and 8AM-noon on Saturday.   

· If Family Physicians of Greeley is closed:  After completion of this form, send the employee to North Colorado Medical Center’s emergency room.  DO NOT send to the Urgent Care.  Please Note:  If it is a life-threatening emergency, call an ambulance and send the employee directly to North Colorado Medical Center.  We can complete the injury report after the employee is treated. 
4.  Complete the information at the bottom of the First Report of Injury/Illness form, including the Date and Time for appointment.  Initial next to the Date Received Report so Cheryle Enriques, our Worker’s Compensation specialist knows who took the report.
5.  Fax the completed form to HRS immediately at 1-1386.  Make a copy for your department and send the original in a sealed envelope marked Confidential to HRS via campus mail.  Note on the original that a copy was already faxed so we know that it was handled.
Additional Instructions: 

· When completing the First Report make sure that the injury report includes everything.  

· For example, if they fell on their knee and used their arm to support themselves they may have an arm abrasion or elbow or wrist injury as well.  It is important to declare any part of the body that could be referred to later on.  

· Make sure it makes sense to you in case there are questions later.  If an injured body part is not referenced in the First Report, and it is not evident that the injury was not part of the initial accident, Pinnacol may not cover additional treatments for non-specified injuries even if they truly occurred at the time of injury.

· If the employee does not wish to see a doctor, write that on the bottom of the First Report on Injury/Illness.
· If the employee does not see the doctor on the day of injury or at all:
· Make sure to instruct the employee to contact Human Resource Services to schedule an appointment with the worker’s comp provider if they need to see a physician at a later time.  If they see their own doctor, Pinnacol may not cover the doctor visit, leaving the employee financially responsible for the doctor’s bill.

· If they find they need to seek help while at home, either in the night or during the weekend, inform them that they can go to the hospital ER and tell the hospital that this is a Worker’s Compensation claim with Pinnacol through UNC. 

· Even if the employee went to the ER for treatment initially, the employee must still see our Worker’s Compensation provider for the follow-up visit.  

· If the physician writes a prescription, the employee can go to Longs Drugs to fill it.  If they go to another pharmacy, they may have to pay for the prescription first then get reimbursed.

· If the claim is for a repetitive motion injury, the date of the report is the date of the occurrence, although the employee can list in the narrative when the injury first started to bother the employee.  
· Any information retained in the department’s office regarding medical information, including the Injury and Illness Form must be kept separately from any personnel file and must be kept in a locked, secure file due to HIPAA regulations.
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