MEMORANDUM

TO:

Germanna Community College Supervisors/Administrators

FROM:
Alicia A. Roberts



Human Resources Officer

DATE:
May 2, 2000

SUBJECT:
Responsibilities With Workers’ Compensation Claims

The key to an efficient workers’ compensation claim process is the acquisition of factual information relating to an employee’s injury or illness.  Accurate and thorough answers to the questions who, what, when, where and why are necessary to ensure a sound and comprehensive claim process.  With assistance from Risk Management, the Commonwealth of Virginia’s Workers’ Compensation Administrator, the following procedures and forms were recently developed and must be followed by the employee’s supervisor.  If the immediate supervisor is not readily available, these procedures must be followed by another available supervisor or administrator of the College.

1. The supervisor/administrator must ensure that the employee has completed the new “Employee Notice of Injury/Release” form.  This form should be completed in its entirety, with emphases on a detailed account of the injury/illness and the names of any witnesses and the names of any witnesses.  (“Hurt Back” is not an acceptable description of an injury, and reporting the incident to a co-worker does not constitute notifying the College.)

2. If an employee requires medical attention, the College has set up accounts with several medical facilities within our service region.  For the Fredericksburg Area Campus, the medical facility is Medic-1 just minutes away from the campus.  The supervisor/administrator must ensure the employee completes the new “Medic-1” form, and the supervisor/administrator needs to sign the form.  Employees take this signed form with them to Medic-1 for prompt medical attention.  For the Locust Grove. Campus, injured employees can see physicians at the Culpeper Family Practice in Culpeper, or the Wilderness Medical Center in Locust Grove.  The Pratt Medical facilities in Fredericksburg can also provide medical services, but will only accept workers’ compensation cases if the employee is already a patient of Pratt.  No special forms are required when 

going to these medical facilities.  At either campus, if you are unsure of the severity of illness/injury, it is never unwise to call 911.  Better to be safe then sorry.

3. As soon as possible after an employee suffers a work related illness or injury, the supervisor/administrator needs to complete a thorough investigation of the incident.  The new “Supervisor’s Investigation Report” form is designed to assist the supervisor/administrator investigating the incident, and needs to be completed and signed by the supervisor/administrator.

4. The “Employee’s Notice of Injury/Release” and the “Supervisor’s Investigation Report” need to be forwarded to the Human Resources Officer within one working day of the incident (a fax is acceptable).  The information contained I these forms will be forwarded immediately to the Risk Management for processing

Copies of these required forms are located in the Human Resources Office at the Locust Grove Campus, and in the Cashier’s Office at the Fredericksburg Campus.  If you have any questions concerning the Workers’ Compensation Claim Process, please feel free to contact me at (540) 727-3101 or aroberts@gcc.cc.va.us

