

Worker Injury

Claim Reporting Checklist
1.)  MEDICAL TREATMENT for the injured worker

a. Evaluate the injury

b. Determine treatment (first aid kit, walk-in clinic, hospital, or call 911 for Ambulance) 
c. Give “Chain of Custody” form to employee for them to bring with them to medical provider.  
***INSERT THE SPECIFIC STORES CLINICS and ER LOCATIONS INCLUDING PHONE NUMBERS HERE***
2.) INVESTIGATE THE ACCIDENT
a. Find out as many details about the accident as possible from the injured worker

b. Complete the Accident Investigation Form

c. Review and save any Video tape

d. Take statements from those near incident or who had knowledge of anything related to the accident
3.) CALL IN CLAIM 
a. Once the Claims Adjuster is assigned, give them as many details as possible

4.) RETURN TO WORK
a. Get the employee back to work as soon as possible

b. Someone should contact the employee regularly 

5.) CLAIMS MANAGEMENT
a. Work closely with the Claims Adjuster to get the claim resolved as quickly as possible[image: image1]
