
 
 
 

FY’24 Employee Accident/Incident Reporting 
 

• This year we are using Workpartners for our Workers’ Compensation Claims. 
 

• Please remember all employee incidents and accidents must be reported to EPIC HR within 
24 hours even if medical attention is not sought.  
 

• The attached Employee Accident Reporting form doesn’t provide a lot of room for detail, so 
please attach additional information if applicable. Be sure you indicate exactly what 
happened and exactly what is injured (example: left lower shin or right index finger) 

 

• If an injury was sustained and pictures of the location where it took place are important to 
see what happened and/or pictures of the injury itself will help with the claim, please include 
those pictures when you file your report. 

 
TO REPORT A CLAIM 

 
1. Report the incident/accident to your supervisor or designee at the time it happens. 

  
2. Complete SECTION I of the attached Employee Accident Report and provide a copy to your 

immediate supervisor or designee to be shared with EPIC HR.  If medical attention is NOT 
sought, the report will be filed as an incident with EPIC HR. 

 
3. If medical attention IS sought: 

• Please give us information about where you are planning to go for treatment and when. 
(It is recommended you call the facility first to ensure they accept workers’ compensation 
claims. Not all medical facilities do.) 
 

• Complete the Workpartners’ Workers’ Compensation Authorization for Release of 
Protected Health Information form in this packet and submit it to EPIC HR. We will file 
the claim and a Claim # will be assigned. 

  
• When you go to the doctor, give a copy of the Employee Accident Form (that you 

completed Section I on) to your treating Medical Provider, and THEY will complete 
Section II and give a copy back to you. They should also FAX a copy to Workpartners at 
412-454-8717.  

 
• After you have been treated, please contact EPIC HR to follow up and to discuss next 

steps. You may call Shannon Johnson at 304-596-2663 or email  sdjohnson@wvesc.org.  

mailto:sdjohnson@wvesc.org
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