
WORKERS’ COMPENSATION CLAIM REPORTING PROCEDURES

Reporting Requirements:
All work-related accidents, no matter how minor, must be immediately reported to your Supervisor and a First Report Form needs to be completed. 
The First Report Form is on the Human Resources web site (www.msubillings.edu\humres), in the Human Resources office (McMullen 310) or at (www.msubillings.edu/staff).
THE FIRST REPORT FORMS NEED TO BE TURNED INTO HUMAN RESOURCES WITHING 24 HOURS OF THE ACCIDENT OR NOTIFICATION OF THE ACCIDENT.

Medical Treatment:
If it is necessary to seek medical attention, please notify your Supervisor and Human Resources immediately.  
After seeking medical treatment (depending on the situation), the injured employee needs to provide the Supervisor with a completed Return to Work Authorization Form.   The form is available at www.msubillings.edu\humres or in the Human Resources office.  The Return to Work Authorization needs to be forwarded to Human Resources within 24 hours.  
If the work release has any light duty or modified work restrictions, the Supervisor and Human Resources shall work together regarding the restrictions.

