Work-Related Accident Reporting Procedures & Information
USD 232 provides Worker’s Compensation insurance, as required by law, to cover employees in the event of work-related injuries, disabilities, or death. Employees cannot be terminated, demoted, or discriminated against for filing a claim in good faith.
Reporting a Worker’s Compensation Claim
Employees must report all work-related injuries immediately to their supervisor and/or the school nurse. The injured employee is responsible for completing the "Report of Injured Employee" form and submitting it to Gabby Philbrook in the Business Office as soon as possible. This must be done before seeking treatment, unless it is an emergency.
Failure to report an injury promptly may result in the claim being denied. Accident report forms are available through the school nurse, building secretary, or on the Benefits Intranet (www.usd232.org → STAFF → Benefits Intranet).
Medical Treatment
· Non-Emergency Injuries: Employees must seek treatment from USD 232’s designated Workers’ Compensation Clinics. Treatment authorization is required before the injured employee can be seen.
· Emergency Situations: If the injury is life-threatening, call 911 and transport the employee to the nearest emergency room. The school nurse or direct supervisor must immediately notify Gabby Philbrook at 913-667-6200 x2628 to coordinate care.
A physician will evaluate the injured employee and complete a "Work Status Report." This form will outline any work restrictions and should be shared with the employee’s supervisor.
If an employee chooses to seek treatment from an unauthorized medical provider, USD 232 is only legally required to cover up to $800 of those expenses. Any additional costs must be paid by the employee and cannot be submitted to personal health insurance, as it is considered a Workers’ Compensation claim.
Workers’ Compensation Insurance Carrier
USD 232 is fully insured through KASB Workers Compensation Fund, Inc., which manages claims and medical payments. Once a claim is filed, an adjuster from KASB will be assigned to the case and will contact the injured employee directly to ensure they receive appropriate care.  For any questions or concerns, employees are encouraged to communicate with their assigned work comp adjuster, who specializes in Workers’ Compensation benefits and medical management.
Injury-Related Leave and Compensation Policy
Initial Treatment and Sick Leave Usage:
Employees are not required to use accrued sick leave for their initial injury if they seek medical treatment within 48 hours. However, if treatment is sought after 48 hours, sick leave must be used for the day of the initial treatment. If an employee chooses not to return to work on the day of their initial treatment despite being medically cleared, they must formally request sick leave through Employee Access for any time taken beyond the treatment.
Follow-Up Treatments:
Employees attending follow-up medical appointments during working hours will be granted a reasonable amount of time off without a deduction in pay or charge to their sick leave. The start and end times of these appointments must be documented, and employees are responsible for obtaining this documentation from their medical provider. Additionally, employees must check in and out with their building secretary before and after each visit.  Employees are responsible for logging this time off in a timely manner.
Workers' Compensation and Pay during first Seven (7) Calendar Days:
If a physician determines that an employee should not return to work due to a work-related injury, the first seven (7) calendar days of absence are typically unpaid under workers' compensation.   However, the district will provide paid leave for these initial seven (7) days without requiring the employee to use their paid time off.  HR will log this time on the employee’s behalf.
Workers' Compensation and Pay after the first Seven (7) Calendar Days:
Workers' compensation begins covering two-thirds (2/3) of the employee’s average weekly wage starting on the eighth (8th) day of absence. If the absence extends to three consecutive weeks, workers' compensation will retroactively compensate two-thirds (2/3) of the employee’s average weekly wage for the initial seven (7) days. Employees may use their accrued leave to supplement the remaining one-third (1/3) of their pay and are responsible for logging this time.  Employees are responsible for logging this time off in a timely manner.
[bookmark: _GoBack]Modified/Light Duty Assignments:
USD 232 offers temporary modified or light-duty assignments for employees with medical restrictions. These assignments may be provided within any USD 232 department or facility but do not constitute permanent positions. Only the authorized treating physician may release an employee to modified duty.
We hope you have a full and speedy recovery!  Please do not hesitate to contact Gabby Philbrook, Benefits Manager, at 913-667-6200 if you have any questions.  Thank you!
