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TO:
STATE EMPLOYEES, SUPERVISORS AND WORKSITE ADMINISTRATORS
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Stephanie Burdett



Director, State Human Resources Office

DATE:

January 27, 2011

RE:
STATE EMPLOYEES AND WORKERS’ COMPENSATION
VERY IMPORTANT MESSAGE

There have been a number of on-the-job injuries which have not been reported timely or not reported at all.  This is just a quick summary-reminder to assist in improving this situation.

1. It is imperative that employees report all injuries immediately after an incident, but no later than the end of the work shift.  All injuries, no matter how minor they may appear at the time, MUST be reported to a supervisor of the supervisor’s designee, NOT a co-worker.  Failure to report timely to a designated individual may result in denial of a claim.

2. It is equally important that supervisors (or designees) report the injury to the State Human Resources Office (SHRO) within two (2) days of the injury.  This is done by completing and signing the enclosed form “EMPLOYER’S REPORT OF ACCIDENT.”  This form should be faxed to SHRO at (785) 274-1679 or DSN 83-720-8679.  The original form is then sent to SHRO.  The agency may be liable for fines for failure to file the accident report forms in a timely manner after an injury is reported.

The EMPLOYER’S REPORT OF ACCIDENT is completed as follows:

a) If the Employee is completing the form they complete lines; 6, 7, 8, 9,10,12,13, 14, and line 15.  The employee the deliver’s the form to his/her supervisor (or designee) to complete line 24 (date and signature of supervisor.)

b) If the Supervisor (or designee) is completing the form they complete lines; 6, 9, 10, 11, 12, 13, 14, 15 and line 24. 
Supervisors should provide an injured employee with a copy of the “ATTENTION” handout or place the handout in a prominent place where injured employees may refer to it.

3. Treatment of work related injuries has also presented some confusion.  If an employee is injured on the job and a medical assessment and/or treatment is desired or needed the employee should seek that medical attention as designated below:


Non-Emergency Treatment


Location



Medical Facility


All




Call State Self Insurance Fund 








(785) 296-2364








for referral to Medical facility



Emergency Treatment



Location



Medical Facility


Douglas County


Lawrence Memorial Hospital   







3500 Clinton Pl 







Lawrence, KS 66047 







(785) 505-3300


Kansas City Area


Providence Medical Center   







8929 Parallel Pkwy 







Kansas City, KS 66112 







(913) 596-4000







University of Kansas Hospital   







3901 Rainbow Blvd 







Kansas City, KS 66160 







(913) 588-5000 


Manhattan Area


Mercy Regional Health Center   







Location 1)
1105 Sunset Ave.  or








Location 2)
1823 College Ave.  or








Location 3)
4809 Vue Du Lac Pl Ste*







Manhattan, KS  







(785) 776-3322








*(316) 268-8123


Topeka/Shawnee County

St. Francis Health Center   







1700 SW 7th St 







Topeka, KS 66606 







(785) 295-8000


Wichita Area



Via Christi Hospitals   







3600 E Harry  or   (316) 685-1111







929 N St Francis - (316) 268-5178







Wichita, KS 

If employees are injured outside one of the areas listed above, they may search for a provider 
using the CORVEL website: http://www.corvel.com/provider_lookup/findProvider/findsearchparams.aspx or they 
may seek treatment from their personal physician.  No matter where treatment is provided, an 
employee should inform the medical care provider that the injury occurred while in the 
performance of one’s work.  It can make a difference how services are paid and can alleviate a 
lot of time and frustration on the part of the employee and Self Insurance in handling the claim.

4. Failure to seek treatment as designated above could result in the employee being personally responsible for some of the cost.

5. We need your assistance with these reporting requirements.  We do not want work related injuries to go unreported.  We do not want employees with legitimate work injuries to have claims denied for failure to report in a timely manner.  And we do not want fines levied on our agency for failure to submit timely report forms.
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