
 

Injured at Work What to Do 
We hope you never have to experience a work injury; however, they do happen. Please follow these protocols. 

1. Notify your supervisor and complete an Incident Report and submit to your supervisor. You will be given a 
workers’ compensation claim packet. You will only need to fill out the packet if you need medical treatment. 

2. For all injuries - Call the Nurse Triage Hotline 24/7 to report injury (844) 691-4111  (if life threatening, 
call 911 instead). The Nurse Hotline will determine if your injury just requires a simple report or if you should 
be seen for medical treatment. 

3. If no medical treatment is needed, sign and return the Incident Report and Acknowledgement of Receipt of 
DWC-1 (work comp packet). No further action is needed. 
 

 
If medical treatment is needed, seek medical attention (Dignity Health Medical Group or if necessary, Sierra 
Nevada Memorial Hospital), fill out the entire workers’ compensation packet you were given and submit to 
your supervisor within 24 hours. Your supervisor will forward packet to Human Resources. 

4. Our third-party administrator, Acclamation Insurance Management Services (AIMS) will assign a case worker 
to your claim and you may receive a phone call and/or a letter from them. The case worker can help you 
throughout your claim to receive additional medical treatment, physical therapy approval and the like. They 
will also assist you should you have any challenges in receiving treatment during your claim. 

5. Human Resources will also reach out to you to extend any support.  
Employee’s with last names A-K, your dedicated HR support person is Marian Dressel (mdressel@nevco.org) 
or direct line (530) 452-0899 should you need additional assistance. 
Employee’s with last names L-Z, your dedicated HR support person is Julie Stedman (jstedman@nevco.org) 
or direct line (530) 452-0896 should you need additional assistance 

6. There are many people that will be working in the background on your claim (AIMS, HR, Payroll, etc) . The 
goal of the team is to provide you with the best care and get you feeling healthy so you can return to work. 

7. After each doctor’s visit, you will provide your supervisor and HR with a copy of the work status report. 

Top things to remember: 
1.  Notify supervisor 
2.  Call Nurse Triage Hotline (844) 691-4111 
3.  Complete and return Incident Report and Acknowledgement of 

Receipt form. If seeking medical attention, complete and return the 
entire workers’ compensation claim packet. 

4.  Questions: call your HR support person 
5.  Disclaimer: missed work time may have to be repaid to NCSOS if claim 

is denied or work status note is not eligible for time off work.  
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EMPLOYEE RESPONSIBILITIES 

During a Workers' Compensation Injury or Illness 

Schools Insurance Group (SIG) is committed to providing modified or alternate work for our industrially 

injured employees while they recover.  As in sports medicine, studies show that workers who continue 

with as much normal activity as possible recover faster and have a better result than workers who remain 

at home without activity.  In addition, an early return to work helps your District control its Workers’ 

Compensation costs so that funds are available for other areas including salary increases, supplies, and 

staffing. 

 

Please help us to help you by cooperating with our efforts to obtain information from your treating 

physician in the event you should require modifications to your job after your work injury. Stay in weekly 

communication with your District Office contact and your immediate Supervisor to update your physical 

status.  

 

Whenever you visit an Occupational Health Clinic, your doctor or a Physician’s Assistant will give you a 

copy of your status report to take back to your employer. 

 

 It is your responsibility to read and make sure you understand the restrictions your doctor sets for 

you during the week(s) between visits.  Clarify any restrictions with your physician that aren’t 

clear to you, and submit a copy of the status report to your District Office upon your return to 

work. The District Office will forward your restrictions to your supervisor. 

 It is your responsibility to make your follow-up appointments before or after work wherever 

possible.  Please note: Workers’ Compensation insurance does not pay Temporary Disability 

for work hours missed for medical appointments.  Mileage to and from appointments will be 

reimbursed by Acclamation Insurance Management Services (AIMS) our Third Party insurance 

administrator.  

 It is your responsibility to attend all scheduled medical appointments or physical therapy until 

you have reached “maximum medical improvement” and are released from medical care.   

 

If your Supervisor cannot modify your job to fit your restrictions, your District Office will be notified. 

They will offer you a Bridge assignment wherever possible.  SIG uses the OUR System Return-to-Work 

Program to accommodate workers with work injuries.  OUR System is an acronym for Optimal 

Utilization of Resources.  The program uses a bank of temporary alternate work assignments that have 

been identified and assigned physical capacity guidelines that will help the parties choose the right level 

of activity for you at all times.  The assignments are called Bridge assignments because they “bridge” the 

gap between injury and recovery. Bridge assignments are designed to provide a measure of work 

hardening while you recover, and to minimize the chance of re-injury upon your return to work.  Norm 

Peterson and Associates developed all of the Bridge assignments in conjunction with your district 

employers’ needs.  You can be assured that the assignment you are offered was developed to 

accommodate the physical needs for your specific injury. 



• During modified duty or Bridge assignments, all personnel policies and procedures apply

regarding performance of job duties, attitude, and attendance.  While you are recovering, you

must notify your supervisor of any scheduled medical appointments, and you must return to

work promptly following your appointments.  You will be expected to submit copies of your

status report to your District Office after each medical visit until you are released to return to

your usual and customary job.

• If you find you are not able to physically perform the job duties after being assigned a modified

job or a Bridge, it is your responsibility to notify your supervisor immediately and return to the

doctor for an adjustment in your restrictions.  All jobs offered to you during your recovery will

be based entirely on the physical limitations set by your treating physician.

You are required to report for work when you have been released to modified duty.  If your district cannot 

modify your current job and you are offered a Bridge assignment, you may choose to decline the Bridge. 

In cases where a Bridge assignment is available and you decline the assignment, you will not be 

entitled to Temporary Disability payments for that period.   

I have read and understand my responsibilities and the conditions of my employment during a work 

related injury or illness. 

_______________________________ 

Employee Signature 

_______________________________ 

Date 

_______________________________ 

Employer Signature 

_______________________________ 

Title 

_______________________________ 

Date 

Copy to Supervisor and District Office 
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