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MANAGING EMPLOYEE INJURIES 

 
 Major Injury 
  (Very serious injury, life threatening, traumatic, requires emergency attention) 
 

1. Try to make injured employee as comfortable as possible. 

2. Call 911. 

3. Advise the Principal, Site Safety Compliance Officer (SSCO), or Department Director of the accident. 

4. Call the Risk Management Department at (956) 473-6347 / (956) 473-6299 immediately and advise them of the 
accident. After 5 P.M., weekends, and holidays;  please call:  Cell # (956) 206-0911-Adminstrator on Call (AOC). 

 
5. As soon as possible, fill out an “Incident-Accident Report” form and fax it to the Risk Management Department at 

(956) 473-6410. Also provide a copy of the report to the campus SSCO or Department Director. 
 
6. Within 48 hours the campus/department SSCO must conduct an accident investigation using the “Supervisor’s 

Accident Investigation Report” forms. A copy of the report must be faxed to the Risk Management Department. 
 
All Other Injuries 
 

1. Have Employee medically assessed by the campus nurse. 

2. Immediately call the Risk Management Department at (956) 473-6347 / (956) 473-6299 and advise them of the accident.  
3. After 5 P.M., weekends, and holidays;  please call:Cell # (956) 206-0911-Adminstrator on Call (AOC). 

The Risk Management Department will coordinate follow up medical care and billing. 
 

4. As soon as possible, the campus nurse/department SSCO should fill out and fax to the Risk Management Department a 
copy of the following: 

A. “Incident-Accident Report” form – (MUST BE FILLED OUT BY A NURSE, PRINCIPAL, and 
SSCO OR SUPERVISOR). 

B. “Authorization for Medical Records and Reports” form – (MUST BE FILLED OUT BY 
EMPLOYEE). 

C. “Employee Injury Report” form – (TO BE FILLED OUT BY EMPLOYEE). 
 

**** A copy should also be forwarded to the campus SSCO or Department Director. **** 
 

5. Within 48 hours, the campus/department SSCO must conduct an accident investigation using the “Supervisor’s 
Accident Investigation Report” forms. A copy of the report must be faxed to the Risk Management Department. 

 
Employees Returning to Work Procedures: 
 
Employees injured on the job MAY NOT return to work without prior authorization from the Risk Management Department. 
The Division of Workers’ Compensation imposes certain requirements and fines for failure to comply with the return to work 
procedures. Please contact the Risk Management Department before allowing injured employees to return to work. 
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