The University of Texas at El Paso

Workers’ Compensation Insurance

Injured Employee Guidelines
	The Workers’ Compensation Insurance is a state-regulated insurance program that pays medical bills and replaces some lost wages for employees who sustain work-related injuries or who have work-related diseases or illnesses.  It is the policy of The University of Texas at El Paso to provide workers’ compensation insurance coverage for all employee and student appointees, who suffer an accidental injury or occupational illness while performing duties within the course and scope of their employment or appointment.  The following guidelines will assist employee and student appointees who sustain a work-related injury or illness:

	1.

Notifying your Supervisor

Complete the Report of Injury/Illness or Incident Form
	Employees are required to notify their supervisor immediately if they sustain a work-related injury or illness.  In addition, they must complete and submit a Report of Injury/Illness or Incident Form to their supervisor within 24 hours of the incident.

The Texas Division of Workers’ Compensation rules state that employees must tell their employer within 30 days of the date of injury, or within 30 days of the date the employee first knew their illness might be work-related.  If the employee does not tell their employer within 30 days, they may lose their right to WC benefits.



	2.
Medical Care for Your Injury or Illness
	If you need medical care due to your work-related injury or illness, you may go to any medical provider of your choice that accepts work-related injury cases.  

If your injury is a non-emergency, you may access care at the UTEP Student Health Center, located across from the UTEP Library.   You must present your UTEP ID and a Verification of Injury Form signed by your department in order to receive medical care.

Southwest Urgent Care Center, Franklin Medical Center, Concentra Medical Center El Paso Orthopedic Surgery Group, and Orthopedic Surgeons Associates have a positive working relationship with UTEP.  You may want to consider going to one of these providers for medical care.

For serious injuries, UTEP Police will be called and/or emergency medical services will be dispatched to the injury site to access your injury and transport you for medical care if necessary.



	3.

Payment for Medical Services
	All medical or pharmacy costs related and necessary to cure your work-related injury or illness will be paid by and should be billed to:

The University of Texas System

P.O. Box 68652

El Paso, TX  79968

If you are required by the provider to pay for their services at the time you receive them, you can request reimbursement by completing a form provided by UT System.  The original payment receipt must accompany the form in order for your request for reimbursement to be considered.


	4.
Medical & Work Status Reports
	ALL Work Status Reports from your treating doctor must be submitted to your supervisor immediately.  The Work Status Report indicates your current medical status, and whether you may return to full or limited duty.



	5.

Off Work Due to a Work Related Injury or Illness

Family Medical Leave Eligibility

Other UTEP Benefits
	If your treating doctor does not release you to return to work due to your work-related injury or illness, you must notify your supervisor immediately.  In addition, you must provide a copy of the Work Status Report from your treating doctor that indicates the reason you are unable to work.

It is very important that you call your supervisor on a regular basis while you are off work.  You must attend all follow-up visits to your treating doctor or physical therapist until released from care.
If you are absent from work 3 days or more due to your work-related injury you need to contact UTEP Human Resources at 747-5202 regarding your eligibility for Family Medical Leave.

Continued or extensive lost time from work may also affect your UTEP health insurance, longevity accruals, retirement and state service accruals.  You should contact your Benefit Representative in Human Resources to discuss these other benefits.



	6.
Use of Paid Leave
	If you are off work due to your work-related injury or illness, your supervisor is required to have you complete a Request for Paid Leave Form*.  The form provides information and options regarding use of paid leave while you are off work.  The form must be completed, signed and received in the WC Advisor’s office within 24 hours after you begin losing time from work.
If you are released to return to work, and you attend follow-up doctor or physical therapy appointments during work time, you will be required to use accrued leave (sick, vacation, or compensatory).

If all paid leave has been exhausted and you are not released to return to work, you will be removed from the payroll and, if eligible, Temporary Income Benefits (TIBS)* will be payable by the insurance carrier. 
If all leave has been exhausted and you need to attend follow-up doctor or physical therapy appointments during work hours your department will process a dock in pay.  It is suggested that follow-up visits and physical therapy appointments be scheduled toward the end of the workday or before your shift begins.
*Temporary Income Benefits are calculated at 70 or 75% of your weekly wage 12 weeks prior to the date of injury.  TIBS are issued by the insurance carrier.  You cannot receive TIBS and use accrued leave at the same time.
*Additional information regarding the use of accrued leave should be directed to the UTEP WC Advisor, 915-747-7199.

	7.
Return to Work Program
	You are responsible for notifying your treating doctor that UTEP has a Return to Work (RTW) program.  The WC Advisor will also notify your treating doctor (s) in writing and will include a copy of your job duties.  If your treating doctor returns you to work with physical limitations (restrictions) you may be eligible to participate in the  RTW Program.  The RTW program enables an injured employee to continuing working while transitioning to full duty.  A complete copy of the RTW program is available on the EH&S website:  www.admin.utep.edu/ehs


	8.

Questions???
	Questions about the UTEP Workers’ Compensation policy should be directed to Jackie DeArman, WC Advisor, Environmental Health & Safety Office, 915-747-7199.
Questions about a WC claim or The University of Texas System WCI program should be directed to the UT System Senior Claims Analyst, 915-747-7994.

Questions about a dispute related to any part of your claim or benefits received please call, The Texas Division of Workers’ Compensation office 915-834-7000.


