Workers’ Compensation Claim 

Reporting Procedures

Each employee must report any work related accident or injury immediately to his/her supervisor, unless precluded by emergency medical treatment.  The supervisor, with the employee’s assistance, or without, if the employee is incapacitated, must complete the First Report of Injury and Occupational Disease within 24 hours.  If the employee is not available for signature, email or fax the report without the signature and obtain a signature as soon as possible. If there is any reason to question the claim the supervisor should check the appropriate box on the claim form and provide relevant information.

If an employee is hospitalized or is expected to miss work because of the injury/illness the supervisor must notify Environmental Health and Risk Management (EHRM) immediately at 243-2842.

The First Report is available at http://www.umt.edu/research/eh/. Save the completed form as a word document file on your computer then attach the file to an e-mail to:  WorkComp.UM@mso.umt.edu.   You will receive an email confirming receipt.

Send a signed copy of this report to EHRM by campus mail or by fax to 243-6452.

An injured employee requiring medical attention must notify his/her supervisor of treatment as soon as possible.  Notification must include the name and phone number of the medical provider.  Supervisors must then notify EHRM.  The supervisor will maintain close contact and coordination with EHRM for return to work activities and/or any temporary job modifications that may be needed.  The supervisors will keep EHRM informed of the work status of the injured person on a weekly basis.
Incident/Accident Investigations
The supervisor shall conduct an inquiry into the circumstances of every incident/accident.  The inquiry should address all factors bearing upon the incident, including input from any applicable witnesses.  Every attempt should be made to identify the root cause(s) of the incident so that corrective actions can be taken to prevent recurrence.  EHRM personnel are available to assist the supervisor in this investigation.  In some cases the supervisor may be asked to complete a formal incident/accident investigation utilizing UM Supervisor’s Accident Investigation Report.

If you have questions please contact:

Environmental Health and Risk Management at 243-2842
WorkComp.UM@mso.umt.edu
