South San Antonio ISD
Food & Child Nutrition Services
Standard Operating Procedure

Accident Report / Workers Compensation Report Procedures
Purpose:
To ensure that Accident Reports/ Workers Compensation reports are done correctly and in a timely manner.

Scope:

This procedure applies to all   Cafeteria Managers and Assistant  

 

Cafeteria Managers.

Instructions:
1. Cafeteria  employees must report all accidents or incidents occurring in the workplace even if they are not the result of an injury.  Examples: heat exhaustion, possible exposure to a chemical etc.  Report should be done in a timely manner. 

2. Cafeteria Manager must fill out report, if Cafeteria Manager is absent Assistant Cafeteria Manager may do so (employee submitting report should not fill out the report.)  Upon filling out report note * Line 17 Date lost time began -  if employee remains at work on day report is done write N/A or none applicable. *Line 26  Return to work date – if employee remains at work on day report is done, write date of report. * Line 51 – Employee reporting accident should not sign report, only Cafeteria Manager or designated staff.  Only lines 1 thru 29 and lines 35,40 & 51  should be filled out.
3. Fax accident report to Christina Moreno – Fax # 977-7019 and to the Food Service Office – Fax #977-7530. Manager must keep copies of Workers Comp reports. 
4. If employee needs to be seen by a doctor, the doctor’s office should contact Christina Moreno at 977-7025 for approval on Workers Comp. A list of doctors or clinics is provided, however the employee can go to a doctor of their choice as long as the doctor accepts Workers Comp. Once a doctor is chosen, employee cannot change doctor.
5. Regarding time out due to injury, no payments will made for the first 7 days.  After the 8th calendar day, employee will be paid for time absent – (70% of salary.)

6. Cafeteria manager and employee should inform Food Service Office of any known changes in Workers Comp status.  Work status will be determined by employee’s job limitations.
7. Employees returning to work with job limitations must call  the Child
Nutrition Services Office to set up an appointment  for a Workers Comp file    review.
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