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HUMAN RESOURCES POLICY AND PROCEDURES
	Title:
	Workers’ Compensation Procedures
	Policy #:
	WC 09-01

	Adopted Date:
	______________
	Date of Last Review:
	October 2009


I.
Reporting Requirements 

A Harnett County “EMPLOYEE ON-THE-JOB ACCIDENT/INJURY/ILLNESS REPORT FORM” will be completed for all work-related injuries or illnesses. The immediate supervisor of the injured/ill employee is responsible for completing and sending the report to the Harnett County Human Resources Department no later than the next business day after the injury/illness occurs.  All required information should be typed or legibly printed on the report form. This form can be found on the Harnett County website at www.harnett.org.

Employees are responsible for completing the “EMPLOYEE’S  REPORT OF ACCIDENT/INCIDENT” and reporting work-related injuries or illness to their supervisor immediately but not later than 30 days after the injury or onset of illness. Failure to do so may result in denial of workers’ compensation benefits.

II.
Medical Treatment
EMERGENCY: If the injured employee requires emergency medical treatment for a life threatening injury, the immediate supervisor or any other Harnett County employee at the scene will call 911 for medical assistance and transport to the nearest medical facility. 

NONEMERGENCY: If the injured employee does not require emergency treatment, he/she may obtain treatment from Edgewater Medical Center. 

If the injured employee is able to drive his/her own vehicle, he/she may proceed to the doctor’s office. If the employee is unable to drive, the immediate supervisor will arrange to have the employee transported to the doctor’s office by the most appropriate means. The supervisor will call the doctor’s office to inform him/her that the injured employee is on the way.  

III.
Prescriptions
When an injured employee needs to have a prescription filled, he/she should go to any major pharmacy and tell them they are covered under TMESYS through the county’s worker’s compensation program and Key Risk Management Services. The pharmacy will electronically go online with TMESYS and get approval for the prescription. The injury report must be filed with Key Risk Management Services prior to this program being available to the employee.  Therefore, remember to report accidents immediately.

If the accident/illness has not been reported by the time a prescription needs to be filled the employee will be responsible for the fee and be reimbursed by the insurance company after claim is filed.  Prescription claim forms are available in Human Resources.

IV.
Compensation

A.
No compensation is payable if an employee loses only seven (7) days from work due to 
a compensable injury.  The number of lost days does not include the day of injury or 
onset of illness. Employees may elect to use leave during this time period. If more than 
21 days are lost, compensation will be paid for the 1st week of disability. (This means 
that an employee must be out of work for 22 days in order to be paid for the first seven 
(7) days.)

B.
Compensation payments will start within 14 days of disability. 

C.
The first compensation check will be mailed to the Human Resources Department along 
with any forms for the employee to sign. Compensation checks will then be mailed 
weekly to the employee until such time as the employee returns to work or permission is 
granted by the NC Industrial Commission to discontinue payment. (In cases where the 
employee is hospitalized, bedridden or otherwise too incapacitated to make the trips, the 
initial check may be mailed from Key Risk Management Services directly to the 
employee.)

V.
Leave Options
A.
No leave is charged on the day of the injury if the treating physician instructs the 
employee not to return to work in either permanent or restricted duty.

B.
The employee will retain a written statement from the physician indicating that the 
employee must not return to work in either permanent duty or restricted duty and present 
that statement to the supervisor at the appropriate time.

C.
Employees will not be required to use leave for authorized follow up medical care. 
Employees injured on the job in a compensable accident, in order to reach maximum 
medical improvement, requiring medical or therapy visits during regularly scheduled 
working hours will not be charged leave for lost time from work for the required 
treatment. Paid time should be limited to reasonable time for treatment and travel. Any 
excess time will be charged as vacation or sick leave. Approved time will be charged as 
administrative leave. Employees should make every effort to schedule appointments so 
that disruption
of the normal work day is minimal. 

D.
Employees eligible for workers’ compensation benefits must elect one of the following 
options.

OPTION 1:  Compensation check will not have any tax or retirement payments taken 
out, so the amount of the check will be approximately two-thirds of a usual paycheck. If 
employee wants to make up the difference between their regular salary and the 
payments received under Workers’ Compensation they can have the difference 
deducted from accumulated vacation and sick leave. 

OPTION 2: The injured employee may go on Leave Without Pay (LWOP).  By electing 
this option they will retain all unused vacation, sick, and petty leave while in a LWOP 
status.  However, they will cease to earn any leave on the date LWOP begins.  The 
check they receive from workers’ compensation will be two-thirds of their usual paycheck 
for the reasons stated in options 1.

A copy of these compensation and leave options is on the Harnett County website at 
www.harnett.org for supervisors to use as needed.  The form should be completed and 
sent to the Human Resources Department any time an employee is injured and it 
appears that he/she will be out of work for more than 5 days.

E.
While on workers compensation leave, an employee will continue to be covered under 
the County’s health insurance program. Premiums for any dependant coverage must be 
paid directly by the employee. 

F.
While on workers compensation leave, an employee does not receive retirement credit. 
As a member of the Retirement System, the employee may purchase credits for the 
period of time on an approved leave of absence. Upon request by the employee, the 
Retirement System provides a statement of the cost and a date by which purchase must 
be made. If purchase is not made by that date, the cost will have to be recomputed. 

G.
Upon reinstatement, an employee’s salary shall be computed based on the last salary 
plus any legislative increase to which entitled. Any performance increase which would 
have been given had the employee been at work may also be included in the 
reinstatement salary, or it may be given on any payment date following reinstatement.

VI.
Travel Expenses
If the employee has to travel more than twenty (20) miles round trips for treatments, they are entitled to mileage reimbursement at an amount determined by the NC Industrial Commission.

VII.
Worker’s Compensation Notice
Attached is a notice containing instructions and procedures to be followed by employees in dealing with on-the-job injuries and illnesses.  Department Heads will insure that copies of the notice are made and posted at all work sites for all employees to see.  These procedures will also be made available to all employees when requested.

Questions concerning these procedures should be directed to the Human Resources Department at 814-6402.
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