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Workers’ Compensation

• 1st step - NEW FORM: 

“Employee’s Report of Injury Form”

Handwritten form to be completed and signed by the injured 
employee.

Documents/memorializes the occurrence in employee’s words.

A tool for the office manager to use for the electronic claim 
submission.

Similar purpose to an incident report/standard WC step. 

Facilitates accurate and efficient claim-handling.
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Workers’ Compensation

• 2nd step – Electronic submission through Johns Eastern website

aka Electronic “First Report of Injury”

Contact Marjorie re: username issues. All usernames and 
passwords are pre-set. Username format should be “CCPS00##”, 
not an individual’s name. Each site has its own username. 
Designate one reliable backup person for claim entries in the 
event of your absence when an injury occurs. Office manager and 
the backup use the same site-specific username and password. 
Let your backup watch you enter a claim ahead of your absence.
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Workers’ Compensation

• 2nd step – Electronic submission through Johns Eastern website

aka Electronic “First Report of Injury”

Complete electronic entry with as much information as possible, 
and use the handwritten “Employee Report of Injury Form” as a 
tool to help you. Be sure to submit by clicking “Finish.”
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Workers’ Compensation

• 2nd step – Electronic submission through Johns Eastern website

aka Electronic “First Report of Injury”

If the electronic entry is correctly submitted, the system will ask 
you if you want to print the “First Report of Injury” forms. Click, OK 
and print the pages of the forms. The four pages include DWC1 
(FROI) and a Medical Authorization. GIVE THE INJURED 
EMPLOYEE ALL 4 PAGES TO COMPLETE ON-THE-SPOT. THIS 
IS VERY QUICK AND EASY.
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Workers’ Compensation

• 3rd step – Employee completes FROI and Medical Authorization

The employee needs to sign the 1st page [DWC1 (FROI)] and 
complete and sign the 3rd page (Medical Authorization). 

IMPORTANT: Be sure the medical providers section (mid-section 
of 3rd pg) is completed. Please check for completion then make a 
copy. 

Employee keeps a copy, and a copy must be returned to Marjorie 
right away. 
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Workers’ Compensation

• 4th step – Returning the completed FROI and Medical 
Authorization

Email: scan and send to kenolm@collierschools.com

Use subject line: RISK MANAGEMENT: 1000000000 LW (EID and 
employee’s first and last initials)

-OR-

Pony: Allow employee to seal their forms in an envelope, then 
place the sealed envelope in a pony envelope to Marjorie Kenol.
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Workers’ Compensation

• ADDITIONAL ITEMS:

1. Lost time communication

2. Light duty accommodations communication

3. Taking oneself out-of-work for an injury

4. Coding leave forms for work-related injury appointments

5. Acceptable appointment times
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Property and Casualty

• Damage to school property by third parties

Make a police report to YRD

Email Marjorie facts of loss, date/time of loss, description of 
damages, police report #, security camera #s, responsible 
party’s name/contact information/insurance information, if 
applicable

What to do when the unexpected happens



Risk Management

Questions?

Thank you for your time!


