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Quick Q&A: Reporting a Work Injury

Use this guide if you are injured at work. Follow the steps below to make sure your
injury is reported and treated correctly.

Q1: I was just injured at work. Who do I tell first?

Immediately report the injury to your immediate supervisor. If applicable, also inform your
principal and/or office manager.

Q2: What if it’s an emergency?

Seek emergency care immediately (e.g., call 911), then notify your supervisor and follow up
with Company Nurse (at 1-888-770-0925 and provide Organization Code V276B) when
able.

Q2: Do I need to call anyone for medical guidance or triage?

Yes. Call Company Nurse at 1-888-770-0925 and provide Organization Code V276B. They
will assist with triage and direct you to appropriate care.

Q3: What documents should I send and to whom?

Email all injury-related documents (e.g., Company Nurse reports, incident forms, doctor’s
notes) to Mrs. Donita Jackson, Risk Management Specialist, at Djackso7 @rvaschools.net.

Q4: Do I need to provide a doctor’s note?

Yes. After medical treatment, provide a valid doctor’s note to your supervisor.

Q5: I was given light-duty or work restrictions. Who needs to know?

Report prescribed light duty or restrictions (as stated in the doctor’s note) to your
Supervisor and to Risk Management Specialist Donita Jackson.

Q8: Who can I contact with questions about the process?

Risk Management Specialist: Mrs. Donita Jackson — Djackso7@rvaschools.net. You can also
speak with your supervisor for site-specific steps.

Note: Keep copies of all documents you submit. Always follow your supervisor’s
instructions for any additional site procedures.



