Work-Related Injury Reporting Procedure
If an emergency, go to nearest hospital for treatment if able or request ambulance, 911.

For non-emergencies (within 24 hours):
1. Notify your supervisor.
2. Complete the Injury Report Claim Form and Medical Treatment Notice located on the Human
Resources or EHS & Risk Management webpage.
3. Take the completed, signed forms to Human Resources or Director of EHS & Risk
Management or fax the completed forms to Human Resources @ 610-409-3204. Do not email

the forms.

HR Generalist Mark Sammon | msammon@ursinus.edu Ext. 3342 Corson 015C

Director of EHS & Carol McMillin cmcmillin@ursinus.edu Ext. 3221 Ritter 112
Risk Management

4. If you require medical treatment, contact the Director of EHS & Risk Management for a claim
number. You must go to one of the Panel of Providers for treatment.

5. You are required to meet with the Director of EHS & Risk Management to review the incident
within 1 working day. If the Director of EHS & Risk Management is unavailable, employee is
required to meet with Human Resources to review the incident.

If Human Resources or EHS & Risk Management are unavailable, you may go to one of the panel
providers without the claim number. Provide the medical provider with the information below.

Insurance Company Info:

SISCO

PO Box 42737

Baltimore, MD 21284

Contact: Kimberly Warmkessel

Phone: 717-735-3048 Fax: 410-583-5455

FOR WORK-RELATED INJURIES ON THE WEEKEND OR AFTER HOURS (and NOT an

emergency):
1. Complete the injury report and fax it to SISCO @ 1-410-583-5455 or call 1-888-377-7263,

ext. 1275. Send a copy of the report via campus mail to EHS & Risk Management and Human
Resources.
2. Go to the applicable panel provider for treatment.

For follow-up questions regarding a claim, contact Human Resources @ 610-409-3342.

PANEL PROVIDER LIST —_—

Oct 2009
Updated: May 2023 Environmental Health and Safety & Risk Management 610-409-3221
Human Resources 610-409-3342


https://www.ursinus.edu/offices/human-resources/policies-and-practices/work-related-injuries/
https://www.ursinus.edu/offices/human-resources/policies-and-practices/work-related-injuries/
https://www.ursinus.edu/offices/environmental-health-and-safety/workplace-safety/
mailto:msammon@ursinus.edu
mailto:cmcmillin@ursinus.edu
https://www.ursinus.edu/live/files/752-wc-panel-providers
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