Procedures for Reporting On-the-Job Injuries
Risk Management Division

On-the-Job Injury occurs.
If injury occurs during
working hours, immediately
report to Supervisor and
proceed to nearest nurse.

Nurse assesses the injury &
provides a report of injury for
the employee to complete.

If medical treatment is
not necessary, employee
returns to work.

If injury occurs after-hours,
during the weekend or a
holiday, contact a Claims
Officer and if necessary,
proceed to ER.

Complete a report of injury
with the nearest nurse the
following day.

If medical treatment
is necessary, the nurse will
provide a referral to the
doctor.

Claims Officer:
Javier Alvarez
915.937.0251 (Office)
915.915.240.9963(24 hr. Cell)

Employees attends medical
appointment for doctor to
evaluate and determine
medical condition & work
ability.
If doctor determines
employee is able to work full
duty and there was no lost
time, employee returns to
their campus/department.

If restrictions cannot be
accommodated, the
employee is notified by the
Risk Management Division.
Employee will remain off
work pending next medical
appointment.

If doctor determines
employee is able to
work with restrictions,
documentation must
be taken to the Risk
Management Division for
review and discussion with
appropriate supervisor.

If restrictions are accepted,
employee will return to work
with restrictions until next
medical appointment.

If doctor determines
employee is unable to work
take documentation to the
Risk Management Division.

Once released to return to
work, take documentation
to the Risk Management
Division.
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