Worker’s Compensation – Normal Business and After-Hours Injuries

Purpose:
The intent of the following policy is to ensure staff has the necessary information to move forward should an employee injury occur within or after normal business hours or when the Human Resources (HR) Department personnel are unavailable.

Policy:
CDS wants its operations to be safe and injury-free.  Therefore, employees should always use common sense to avoid accidents and injuries.  Employees should comply with all safety rules and practices.

If an employee is injured, he/she should report the injury immediately to their supervisor, no matter how minor the injury appears to be.  This is important to ensure that the employee can receive proper and timely medical treatment, and to make certain that any unsafe condition can be remedied.  If immediate professional medical treatment is needed, a drug screen is required.

The Notice of Injury report must be completed with the HR Department within two working days of the injury.  Failure to report an injury or obtaining outside medical attention for a work-related injury without proper authorization is a violation of CDS policy.

Prior to returning to work, employees may be required to provide an appropriate fitness for duty certification from their own physician and/or a physician selected by CDS.

An Unusual Event Report should be completed on any employee, participant or visitor injury.

Procedure and/or Process:

When an injury occurs the HR Manager should be contacted to engage in the appropriate process as necessitated by the type and severity of the injury.  However in the case of a life threatening or dire emergency 911 should be called prior to calling HR.

In the case of injuries occurring when the HR Manager is unavailable (such as outside of the traditional 9:00 a.m. to 5:00 p.m. business weekdays, weekends or when the HR Department is closed) the Supervisor, Director, or Assigned Lead Staff is responsible for the following:

1) In case of life-threatening or dire emergency, call 911.  In case of an injured employee with a non-life threatening injury/illness direct them to nearest emergency medical facility or walk-in clinic listed below:

	APPROVED WALK-IN CLINICS FOR WORKER’S COMP. INJURIES

	CDS Program
	IYP-C, Admin, Prevention (all locations), FA-C, Independent Living (all locations)
	IYP-E, FA-East, 
	IYP-NW, FA-NW

	Facility
	CareSpot
	St. Johns Urgent Care
	Dynamic Health Centers

	Address
	720 SW 2nd Ave Ste 160A
Gainesville, FL 32601
	6101 Crill Avenue

Palatka, FL 32177
	163 SW Stonegate Terrace Ste. 109 Lake City, FL. 32024Lake City, FL 32024

	Phone Number
	(352) 240-8000
	(386) 326-1225
	(386) 438-8391


a) Complete and provide the employee with the On the Job Injury Treatment Form (http://www.cdsgvl.org/forms/rsk_mgnt/otj_inj.doc).  The employee should present this form to expedite treatment at the medical facility and at the pharmacy for prescriptions.

b) Complete the First Report of Injury Form (http://www.cdsgvl.org/forms/rsk_mgnt/inj_1st_rep.pdf).
(Click on the highlighted link for a completed sample of the First Report of Injury Form or type in your Internet browser:  http://www.cdsgvl.org/forms/rsk_mgnt/inj_1st_rep_smp.pdf.)

c) Call Summit Early Notice (1-800-762-7811) to make First Report of Injury (this step will need to be completed prior to treatment and/or no later than two days after the injury occurred).  Summit will forward you confirmation by email or fax according to your preference.

d) Notify the HR Department by telephone at 352-244-0628 ext. 3812 and email a copy of First Report of Injury Form by the next business day and confirmation of First Report of Injury, by email, as soon as it is received.  Both forms should be emailed to Angie_Lay@cdsfl.org. .

2) If the injury does not require immediate attention, but the injured employee determines a need for treatment, contact the HR Department as early as possible on the next business day.
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