ARIZONA WESTERN COLLEGE

WORK INJURY REPORTING INSTRUCTIONS

The following are the steps necessary to report a work injury.

1. Report all incidents as immediately as possible to your direct supervisor.  Even if the incident doesn’t appear to need immediate medical attention, it still needs to be documented.  You or your supervisor needs to complete a Notice of Injury form and submit it to Risk Management.

If medically able, then report to Risk Management (in Facilities) to initiate the appropriate paperwork and receive instructions.  If not medically capable for reporting to Risk Management then it is the Supervisors responsibility to notify Risk Management and the injured employee to follow up with Risk Management as soon as medically stable. 

 If no one is available in Risk Management then complete the Notice of Injury form and I will follow up with you.

2. Treatment should be sought at  Pinnacle 4343 E 31st Pl (@ 4E & 32nd St) or one of the PrimeCare locations-Foothills, Valley  or Big curve.  After hours use PrimeCare Urgent Care –in the  Big curve -it is opened 24 hours.

The YRMC Emergency Room should only be used for serious/life threatening injuries such as amputations, head trauma, burns, electrical shock, loss of consciousness, impalements, severe lacerations, falls from heights/stairs to name a few.

The urgent care facilities can handle most of the incidents that usually occur such as strains, sprains, cuts, broken bones, pulled muscles, back pain, eye washing, minor burns, pinched/smashed fingers/toes and contusions to name a few.  They will refer out to the ER or specialists if necessary.

The medical facility will have you complete a pink Physicians Report of Injury form that you will sign and date.  This form initiates a legal filing for workers’ compensation benefits.

3. The workers’ compensation insurance carrier is the Copperpoint Western Insurance Company.  The policy number is 1003230.
4. Arizona Western College does have ‘modified work/light duty’ work available (regardless of your normal job duties) and you are to instruct the doctor of this.  If your injury permits, you will be expected to return to work in accordance with the doctor’s restrictions for you.

A copy of any notices affecting your work status needs to be given to Risk Management.

5. You will be expected to take an active role in your care & treatment and go to all of your follow up appointments.  Please notify Risk Management of the results of your appointments, changes in your care and your progress, either in person or by phone.  The number is 314-9474.
Sharon Register

Director of Risk Management
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