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1.0. PURPOSE:
To provide clear procedures to report injuries that occur to OIEP employees.

2.0 APPLICABILITY:
Procedures apply to all full and part time OIEP employees.
 
3.0 POLICY GUIDANCE:
Brickstreet Mutual Insurance Company is charged with managing all workers’ compensation claims in West Virginia.  This policy details how employees with OIEP shall report injuries to the company in order to determine eligibility of benefits.

4.0 DEFINITIONS:
None

5.0 PROCEDURES:
5.1 When an employee is injured in an OIEP school, the principal, leader teacher or other assigned administrator shall generate an incident report to the Superintendent of OIEP detailing the nature of the injury and the details of the events leading up to the injury.  This shall occur by the end of that school day.
5.2 If the injured employee is cognizant and able to transport himself or herself to a medical professional, the building administrator shall provide the employee with the “Employees’ and Physicians’ Report of Injury” form and allow that employee to leave work to seek medical evaluation and treatment.
5.3 If the injured employee is incapacitated, unconscious or otherwise unable to transport himself or herself, the building administrator shall make the necessary arrangement for the employee to be transported to a medical professional.  In the even the injured employee requires an ambulance, the building level administrator should accompany the injured employee to the hospital to assist in completing the “Employees’ and Physicians’ Report of Injury” form and to give the medical professional the necessary information on the employee to ensure timely treatment and care.
5.4 Once the “Employees’ and Physicians’ Report of Injury” form is complete, it is the medical professional responsibility to give the employee two copies and to send the official copy to Brickstreet Mutual Insurance Company.
5.5 The employee shall give the building administrator a copy of the “Employees’ and Physicians’ Report of Injury” form and the building administrator shall forward that form to the assistant director of administrative services for OIEP.
5.6 The assistant director of administrative services is responsible for completing the “Employers’ Report of Injury” form and submitting to the Office of Human Resources.
5.7 It is the responsibility of the assistant director of administrative services to provide the employee a copy of the completed “Employer’s Report of Injury”.

6.0 AUTHORITY
6.1	West Virginia State Code §23-1-1.
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