[bookmark: WorkersComp]Workers’ Compensation SOP

1. As soon as an employee reports an injury, their supervisor or manager will provide them with the Accident Investigation Form located in the Employee Portal Library or reach out to HR for a copy of the form
2. The manager will ask the employee if they need medical attention
a. If No – have the employee complete the Refusal of Medical Treatment Form (same folder or ask HR)
b. If Yes – send the employee to the nearest Urgent Care and have them advise them that this is a work related injury and should be billed to CGPP, Management LLC.  
3. If the employee sought medical treatment, all discharge paperwork outlining treatment, medications, and restrictions will be submitted to HR.
4. HR will determine if a claim needs to be filed with Hanover and will follow the steps below to file a claim:
a. Online via secure website:  hanover.com/claims
b. Telephone: 800.628.0250
c. Email: wcnewlosses@hanover.com
d. Complete the fields in the form that opens – the Policy Number is: WCZ J17556200

In the case of a needlestick the process is the same, but there is a set of blood labs to order and repeated at certain intervals.  This should be part of the clinic’s protocol, but this is what is recommended:
· HIV – at the time of incident, repeated at 6 weeks, 3 months, and 6 months
· Hep B – at the time of incident
· Hep C – at the time of incident and repeated at 2, 4, and 6 weeks
· AST/ALC

