REPORTING A WORK RELATED INJURY
It is our intent to provide a safe environment for all our employees; however, we are aware that accidents and injuries do occur from time to time.  In this event, Workers’ Compensation Insurance is available to all Spelman employees.  
It is equally important to know how to handle an accident or injury.  Therefore, the information listed below has been designed to provide guidance should you experience an accident or injury on the job.  

Step 1
Notify the Office of Human Resources and your supervisor/department chair immediately (within 24 hours).  If the incident occurs after normal business hours, please notify Public Safety immediately. All incidents should be reported regardless of severity. 
Step 2
Complete a work-related incident report (form available in the Office of Human Resources or online at https://my.spelman.edu/group/mycampus/hr).  

Step 3
If medical attention is required, seek treatment from one of the physicians on the approved panel (list available in the Office of Human Resources, bulletin boards throughout the campus, and online at https://my.spelman.edu/group/mycampus/hr).

Step 4
Take a copy of the incident report to the physician when seeking medical care.

Step 5
Provide the Office of Human Resources with a statement from the attending physician regarding your work status. Human Resources will provide an update to your supervisor/department chair. 
Step 6
If your injury requires modified duty, provide a copy of the limitations to the Office of Human Resources.  
Step 7
If your injury requires time off from work to recover, keep in contact with the Office of Human Resources and your supervisor (at least once a week).

Step 8
Provide the Office of Human Resources a copy of your full-duty release statement (from your physician) in order to return to work.
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