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PURPOSE:

To provide consistent and regulatory compliance of reporting and monitoring work-related (industrial)
injuries and illnesses. This procedure applies to all work-related injuries and illnesses to all District
employees. If any of the provisions herein conflict with an applicable Memorandum of Understanding or
Employment Agreement, the latter will prevail.
POLICY:

All injuries and illnesses incurred during the course of performing job-related duties shall be reported
immediately to the injured employee's supervisor. This applies to all injuries and illnesses regardless of
the extent of the injury or illness.
PROCEDURES:

A.

Employee Pre-Designated Physician
Employees may pre-designate their personal physician for treatment of work-related injuries or
illnesses. Pursuant to Labor Code Section 4600, the personal physician must have treated the
employee in the past and have the employee's medical history on file. Designation of a personal
physician is required to be made on a form provided by the District. Forms must be submitted to
the Risk Management Officer. Completed forms must be on file prior to the injury or illness. In the
absence of the completed form, injured employees will be treated at the District's designated
medical treatment facilities.

B.

Injury Reporting
The following responsibilities are designed to expedite the delivery of medical treatment and
associated benefits as provided by the District and workers' compensation law.
Employees:
1.

As soon as possible, employees are responsible to notify their immediate supervisor of the
injury or illness. Employees working outside of standard business hours are required to
notify the Operations & Maintenance "on-call supervisor" and Risk Management Officer or
the Manager of Health and Safety if their direct supervisor is not available.
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2.

Report promptly to the medical facility for treatment if emergency treatment is required.
Employees can decline medical treatment. If not an emergency, employees are expected
to contact the Risk Management Officer to schedule an appointment.

3.

Cooperate with supervisory staff in completing the Safety Event Report Form and Initial
Injury Report Form.

4.

Complete the employee section of the Employee's Claim for Workers' Compensation
Benefits form (DWC-1) if filing a workers' compensation claim. A workers' compensation
claim must be filed if treatment is being given.

5.

Submit the completed forms (Safety Event Report, Initial Injury Report, and DWC-1 [DWC1 only if filing a workers' compensation claim]) to the Risk Management Officer.

6.

Return to work (if appropriate) from the medical facility and submit the medical provider's
completed work status report to the Risk Management Officer.

7.

Attend medical appointments as required. If unable to attend, notify the Risk Management
Officer.

Supervisors:

1.

Provide the injured or ill employee with the Safety Event Report, Initial Injury Report, and
Employee's Claim for Workers' Compensation Benefits form (DWC-1) immediately, but not
later than one working day of knowledge of the injury or illness. Review completed forms,
sign and ensure the employee submits the three forms to the Risk Management Officer.

2.

Coordinate with the Risk Management Officer to get medical care for the injured employee.
Coordinate transportation for the injured or ill employee to the medical treatment facility
if needed.

3.

Submit the medical provider's completed work status report to the Risk Management
Officer within 24 hours.

Risk Management Officer:

1.

Act as liaison between injured or ill workers, medical treatment facilities, and the District's
insurance carrier.

2.

Assist supervisors and Manager of Health and Safety in investigation of work-related
injuries or illnesses as needed.

3.

Submit copies of all Safety Event Reports and Initial Injury Reports to the Manager of Health
and Safety.

Administrative Procedure
IX-8: Industrial Injury Reporting
Effective: January 29, 2021
Page 3 of 5

C.

4.

Submit all required reports to the insurance carrier.

5.

Inform supervisors and department management of the medical status of injured or ill
workers.

6.

Assist in the evaluation of alternative work assignments as outlined in Sections E and F of
this procedure.

7.

Approve all timecards charging workers' compensation leave prior to processing by
Payroll.

8.

Maintain a record of employee pre-designated physicians.

9.

Inform the affected employee and their supervisor of any work-related injury or illness
related changes made to the employee's timecard.

10.

Inform Human Resources & Risk staff of employees who may become eligible for long-term
disability benefits.

Timecards
Eligibility for workers' compensation leave time is determined by receipt of a work status report
from the medical provider substantiating the work-related injury or illness has caused the
employee to remain off work. All approved workers' compensation leave time is to be reported on
the timecard under pay code 009. If the employee can work in a modified capacity, the timecard
will be coded to 016. It is the employee's responsibility to present a work status report to the Risk
Management Officer before charging the absence to workers' compensation leave. Failure to do so
will result in the absence being charged to sick, vacation or other leave with or without pay until
such time that the work status report is received by the Risk Management Officer.
The Risk Management Officer is responsible for submitting timecard corrections to restore the
affected leave balance for the injured employee.

D.

Return to Full and Unrestricted Work After a Work-Related Injury or Illness
Before an employee can return to work, the employee must present a written release from their
medical provider indicating the employee may return to full duty without any restrictions. The
release shall be presented to the Risk Management Officer before the employee returns to work.
The department will be notified by the Risk Management Officer when the employee has been
released to return to full duty.
In the case of employees whose return to work would be delayed by presentation of the medical
release to the Risk Management Officer, the management person in charge is authorized to accept
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the doctor's release if there are no restrictions noted on the release. The release is to be sent to the
Risk Management Officer immediately, but no later than the start of the next regular workday.
The District may require a supplementary medical report from a District-appointed medical
provider.

E.

Return to Modified Work After a Work-Related Injury or Illness
For an employee whose injury or illness does not allow return to full duties of their regular
classification, the District will endeavor to provide modified work if such work is available and
compatible with the employee's medical restrictions.
The injured or ill employee is required to return the completed medical provider's work status
report to the Risk Management Officer prior to returning to work. The medical provider's report
will indicate the restrictions, if any. The Risk Management Officer will review the medical provider's
work status report and confer with the employee's supervisor, Manager of Health and Safety
and/or other staff within and outside of the department to make a determination whether a
modified work assignment is in the best interest of the injured or ill employee and the District. In
some instances, due to the serious nature of the injury or illness, modified work may be counterproductive even though the injured or ill employee has been released to modified work status.

F.

Modified Work Assignments
The Risk Management Officer and/or Manager of Health and Safety will work with department staff
to determine if a modified work assignment is available, consistent with the employee's medical
provider's work status report and in accordance with applicable MOU provisions. Department
Managers are responsible for authorizing modified work assignments within their department,
with the agreement of the Risk Management Officer and/or Manager of Health and Safety. The
Modified Work Authorization form will be sent to the employee by the Risk Management Officer for
signature then forwarded to the employee's supervisor and department head for signature. The
completed form will be returned to the Risk Management Officer.
An employee may be approved for a modified work assignment if all of the following conditions
exist:
1.

The modified work assignment does not violate the most current work restrictions
identified by the medical provider;

2.

The employee has not yet reached a permanent and stationary medical condition where
the work restrictions preclude return to the employee's regular job;

3.

The medical report indicates that the employee can perform, with or without a reasonable
accommodation, the duties of the modified work assignment without aggravating the
current injury or illness; and
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4.

G.

Work the employee can perform is available, preferably in a classification and/or skill
category related to the employee's regular assignment, but in any other classification or
skill category which is available, if directly related work is not available.

Provision of Modified Work Assignments
The Risk Management Officer will confirm with the supervisor and/or the Department Manager that
the duties of the modified work assignment are consistent with restrictions noted on the work
status report. In the event an assignment is unavailable within the restrictions of the work status
report, the employee is entitled to workers' compensation benefits as provided by the District and
State Law.

RESPONSIBILITIES:

A.

Human Resources and Risk staff will conduct training for all newly hired employees.

B.

Department Heads/Division Managers will comply with this procedure and inform their employees
of the provisions set forth herein.

C.

Employees are responsible for:
1.

Prompt reporting of work-related injuries or illnesses;

2.

Attending medical appointments;

3.

Submitting work status reports from the medical facility to the Risk Management Officer in
a timely manner; and

4.

Complying with stated work restrictions when working modified duty assignments.

APPROVED:

~ J~ ie
General Manager

