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Been Injured on the Job

  Checklist for Supervisors


What to do First
· Arrange for any needed medical care for the employee

· Fill out first report of accident*
· Provide copy of panel of physician selection form

· Investigate the accident

· Fill out the supervisor portion of the accident report form

· Forward the report of accident and physician selection form to Courtney Ashmore, Workers Compensation, MS 3C3; fax 3.2601
· To avoid future accidents, schedule any training or make workplace corrections as needed,

* All forms located at hr.gmu.edu/benefits/forms.php
During the claim

· Maintain contact with the injured worker and the Workers’ Compensation office

· Obtain a copy of all doctor’s notes

· Support the injured worker

· Think creatively if the injured worker requires modified or light duty to assist him or her in returning to work. 
Questions?  
Contact Courtney Ashmore 
at 703.993.7756

