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Receives 
Notification of 

Injury

Early FMLA 
dialogue and forms 

if time loss

Receives 
notification from 

1st responder 
about injury

Phase 1: Pre-Workers’-Comp-Claim Phase 2: Claim Setup and Administration Phase 3: Light Duty Accomodation Phase 4: Alternative Job Search/Medical Separation

Injury occurs and 
report made to a 
“first responder”

Receives verbal 
information from 

first responder

Receives 
Notification of Injury

Receives 
confirmation email 

from first 
responder

Talks to Supervisor
Goes to medical 

provider and gives 
job description.

Receives 
Notification from 

first responder 
about injury

Receives 
Notification of 

Injury

Ensure OARS/PSN 
is complete/
completes 

supervisor section

Gives injured 
worker copy of job 
description to give 

to provider

Completes 
appropriate safety 

review/analysis

Receives 
Notifcation of 

Injury

Early FMLA 
dialogue and forms 

if time loss 

Receives 
notification from 

1st responder 
about injury

Makes sure job 
description given 
to injured worker 

to give to provider

Receives notification 
from 1st responder 

If lost time or 
significant injury

Does not have a role in this phase.

Completes Pre-
Claim Key Player List 
and emails to initial 

key players

Sends Pre-Claim 
Confirmation Email

Sends Employee 
Checklist to Injured 

Worker

Follows Pre-Claim 
Communication 

Guide and dialogues 
with Injured Worker

Refer to WC 
Brochure, sends to 

Injured Worker

Follows Pre-Claim 
Communication 

Guide and 
dialogues with 
Injured Worker

Sends Employee 
Checklist to Injured 

Worker

Refer to WC 
Brochure for 

responsibilities

Follows Pre-Claim 
Communication 

Guide and 
dialogues with 
Injured Worker

Sends Employee 
Checklist to Injured 

Worker

Completes 
OARS/PSN

Follows Pre-Claim 
Communication 

Guide and 
dialogues with 
Injured Worker

Sends Employee 
Checklist to 

Injured Worker

3-D Buttons are Links to 
Documents

Files WC Claim for 
Time Loss (Med 

Only out of scope)

Receives info from 
HR or Supervisor 

on FMLA

Consults on medical 
issues as requested 

by Risk 
Management

Receives copy of EE 
checklist

Receives email or 
call from HR or 

Dept HR re role, 
light duty

Weekly check in 
with IW weekly (no 
medical discussion)

Refers any medical 
information or info 
on restrictions to 

Dept HR or HR

Supportive 
discussion with IW 

re light duty 
intentions 

Sends FMLA 
approval letter, 

medical or 
restriction info to 

RM

May maintain 
contact with 

injured worker 
instead of 
supervisor

Sends "EE 
checklist" to 

Injured Worker, cc 
Supervisor, RM 

Initiates FMLA 
dialogue and forms 
including "Medical 
Leave of Absence" 

brochure 

3-D Buttons are Links to 
Documents

Receives weekly 
check-in call from 
supervisor or Dept 

HR/HR

Provides medical 
docs to HR/Dept/
L&I as appropriate

Receives claim 
acknowledgment 

letter and brochure 
from Risk 

Management

Sends PSN and any 
other documents to 
Risk Management

Refers questions 
from injured worker 

to HR or RM as 
appropriate

Communicates any 
light duty 

opportunities to RM

Receives monthly 
list of open claims 

from RM

Receives monthly 
time loss letter 

from RM

Receives claim 
acknowledgment 

leter and brochure 
from Risk 

Management

Starts thinking 
about possible light 

duty

Supportive 
discussion with IW 

re light duty 
intentions 

Works with HR on 
FMLA

Starts thinking 
about possible light 

duty

Receives claim 
acknowledgment 

letter and brochure 
from Risk 

Management

Communicates 
with supervisor: 

explain their role, 
check in with IW 

weekly, light duty, 
etc

Receives copy of 
monthly time loss 

letter to supervisor 
from RM

Receives monthly 
list of TL claims 

from RM

Supportive 
discussion with IW 

re light duty 
intentions/stay at 

work 

Sends FMLA 
approval letter, 

medical and 
restriction info to 

RM

May maintain 
contact with 

injured worker 
instead of 
supervisor

Sends "EE 
checklist" to 

Injured Worker if 
no Dept HR 

Initiates FMLA 
dialogue and 

forms including 
"Medical Leave of 

Absence" brochure

Starts thinking 
about possible light 

duty

Receives claim 
acknowledgment 

letter 

Communicates 
with supervisor: 

explain their role, 
check in with IW 

weekly, light duty, 
etc

Receives copy of 
monthly time loss 

letter to supervisor 
from RM

Receives monthly 
list of TL claims 

from RM

If no 
accomodation, 

sends supervisor 
monthly TL letter, 

cc HR, Dept HR 

Receives copy of EE 
checklist

Receives Report of 
Accident from L&I 

(ROA)

Program 
coordinator pulls 
OARS report or 
requests PSN

Prog Coor 
completes contact 

and claim 
acknowledgment 
letter to IW, CC 
supervisor with 

brochure

Claim Specialist 
reviews claim and 

signs ROA 
indicating 

investigation 
needed, protest? 

Sets diary

Program 
Coordinator 

confirms wages 
confirmed and 

sends to L&I

Program 
Coordinator sends 

monthly list of 
claims to HR, EE 

health, supervisor, 
departments

Program Coor 
follows Survey 
Process for IWs 
and Sups at 60 

days 

Claims Specialist 
initiates 

"Roundtable 
Process" if 
restrictions 
expected 

Claims Spec Sends 
"Post Claim Key 

Player List" to key 
players

Program 
Coordinator and 
Claims Specialist 

identify and 
address "Multiple 

Claims 
Considerations"

Sets up claim and 
sends Claim 

Acknowledgement 
Letter 

Receives claim Requests wages Starts payments
Requests medical 

from provider 

Send required 
communication to 

employer and 
injured worker

Gets restrictions 
from provider, 
gives to HR and 

advises supervisor

Maintains regular 
contact with 
supervisor

Advised that 
restrictions can be 
accomodated via 

light duty

Housing and Food 
Services – click for 
Light Duty Process

Facilities Services 
click for Light Duty 

Process

3-D Buttons are Links to 
Documents

Returns to full duty 
or permanently 
accommodated

Works temporary 
light duty 

Receives light duty 
job offer letter 

from HR or Dept 
HR - must accept or 

time loss ends

Receives LEP if 
appropriate 

UWMC and HMC 
Click for Light 
Duty Process

Housing and 
Food Services –

click for Light 
Duty Process

Facilities 
Services click 
for Light Duty 

Process

UWMC and 
HMC Click for 

Light Duty 
Process

Receives notice of 
restictions from 

IW, RM or HR

Creatively engages 
in discussion re 
accomodating 

restrictions via light 
duty 

Monitor and 
adhere to end date 
of temporary light 
duty assignments 

Continued 
consideration of 

light duty 
opportunities/
assignment as 

restrictions change

Ongoing, 
supportive contact 

with injured 
worker

Consider 
permanent 

accomodation of 
restrictions if 
appropriate

Housing and 
Food Services –

click for Light 
Duty Process

Facilities 
Services click 
for Light Duty 

Process

UWMC and 
HMC Click for 

Light Duty 
Process

Receives notice of 
restictions from 
IW, RM, or HR

Creatively engages 
in discussion re 
accomodating 

restrictions via light 
duty 

Contacts injured 
worker re RTW and 

makes light duty 
job offer

Monitors and 
adheres to end 

date of temporary 
light duty 

assignments 

Continues to seek 
updated medical 

information as 
appropriate

Continues to share 
updated medical 
information with 

RM and HR

Housing and 
Food Services –

click for Light 
Duty Process

Facilities 
Services click 
for Light Duty 

Process

UWMC and 
HMC Click for 

Light Duty 
Process

Receives notice of 
restictions from 

IW, RM or Dept HR

Creatively engages 
in discussion re 
accomodating 

restrictions via light 
duty 

Contacts injured 
worker re RTW and 

makes light duty 
job offer (unless 

Dept HR doing this)

Housing and 
Food Services –

click for Light 
Duty Process

Facilities 
Services click 
for Light Duty 

Process

UWMC and 
HMC Click for 

Light Duty 
Process

Receives notice of 
restictions from 

IW, HR, Dept HR, or 
L&I

Contacts HR/
Supervisor re 
whether the 

restrictions can be 
accommodated

If light duty 
available, advises 
L&I and provides 

RTW dates 

Time loss 
continues if 

restrictions not 
accommodated

Advised by UW is 
restictions can be 
accommodated 
and RTW dates

Sends "Light duty 
job offer 

confirmation 
letter" (unless HR 

does) 

Sends "Light duty 
job offer 

confirmation 
letter" (unless 
Dept HR does)   

If no light duty  
available, may 

conduct 
"Roundtable 

Discussion" with 
Key Players

If still no light duty, 
implement 
"Escalation 

Process" 

Initiates Stay At 
Work Guidelines 

Provide APF with 
updated restrictions 
every 30 days, or as 

requested.

Review and sign off 
on light duty job 

descriptions and/or 
Job Analyses

Provide full duty 
release if/when 

appropriate

Monitors and 
adheres to end 

date of temporary 
light duty 

assignments 

Continues to seek 
updated medical 
information as 

appropriate

Continues to share 
updated medical 
information with 

RM and HR

Receives letter at 6 
months disability 
of 3 more months 

remaining

Receives 
permanent 

restrictions that 
cannot be 

accomodated

Participates in AJS 
process

If UW job found TL 
ends. If no job, 

medical separation 
(but claim does not 

end!)

Enters vocational 
assessment 

process with L&I if 
no job found

3-D Buttons are Links to 
Documents

If no light duty, 
intiate the LOA 

process

Receives copy of 6 
month reminder of 

9 months 
approaching

Works on replacing 
IW

Receives copy of 6 
month reminder of 

9 months 
approaching

works on replacing 
IW

Leave Specialist 
sends letter to IW 
at 6 months, re: 3 
more months of 

disability leave, cc: 
DSO, RM, Dept HR

If no job: medical 
separation process. 

cc RM on 
separation 
documents

Contacts IW for AJS 
paperwork and pre 
AJS meeting, cc HR 

Directors

Leave Specialist 
sends 8 months 
reminder re 9 
month date 
approaching

Alternative Job 
Search - lasts 20 

business days

DSO prepares for 
AJS at 9 months if 

eligible

Leave specialist 
sends "Reminder 
Email" to HR, cc 

Dept HR, RM, DSO, 
Supvr at 6 months 
and 8 months or 
before 9 month 
separation date

Receives copy of 6 
month reminder of 

9 months 
approaching

Contacts L&I re AJS 
meeting date

If no job: works 
with L&I on 

vocational training/
reemployment. If 

job: TL ends 

Participates in AJS 
meeting; advises 
L&I the dates of 

AJS

Receives copy of 8 
months reminder 

Sends Alternative 
Job Search rept to 

L&I

Pulls L&I 
documents for AJS 
meeting - JOI JA, 

restrictions, 
medical

Starts vocational 
process/re-

employment/
Ability to Work 

Assessment (may 
start earlier)

Reimburses  UW 
for Stay At Work 
Incentives (light 
duty wages and 

other costs)

Notified re results 
of Alternative Job 

Search

Does not have a role in this phase.
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