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Purpose: 

Outline the process for reporting a Worker’s Compensation claim with the company insurance carrier as 

well as responsibilities within the organization.   

Responsibilities: 

1) HUB International- Insurance Broker -assistance with any issues with captive. 

2) GCI- Insurance Captive for Workers Comp, Liability & Auto. 

3) Gallagher Bassett- Insurance carrier under the Captive that manages Claims.  

4) HR Director- Files Claims, tracks claim, manages Crain claims process. 

5) Superintendent & Employee- Responsible for reporting any injury on the job or doing work-

related activities. 

6) CFO- advises on claims management as needed. Attends Captive Board meetings, Communicates 

with Captive board if needed.  

Procedure: 

1) Injury Reporting: 

A) Employees and Managers (PMs & Superintendents) must notify HR as soon as an employee is 

injured.   

B) Employees immediate and continued medical needs must be addressed.  Employee should go to 

the pre-determined panel of doctors for each job unless an emergency situation.  

C) Include date, time, location, type of injury, body part, what the employee was doing, if there was 

a safety infraction, type of treatment, witness name.   

D) Management on the job will investigate the incident, documenting everything including witness 

statements, photographs and any relevant evidence.  

E) HR will send the employee for drug testing as soon as possible.  

F) HR will determine if OSHA recordable incident and proceed with logging if necessary. 

 

2) Claim Filing: 

A) HR will collect details of the injury and file the claim with Gallagher Bassett using their Filing 

instructions attached. 

i) This reporting includes the TN State first report of injury that is required. 

ii) For delays or issues with Gallagher Bassett, reach out to HUB for assistance. 

B) HR will inform the Management team (VPs, CEO) and CFO when an injury and claim arises.  

C) Claims will be filed on the network: P:\HR\Risk Management  by Year and Claim Description/ 

Date and or Name/ Date.  

 

3) Claims Management: 

A) HR will work with the claims management specialist with Gallagher Bassett regarding next steps 

with Worker’s Compensation claim.  

B) The injured employee will be supported throughout the process. This can include helping them 

navigate the workers' compensation system, maintaining communication, and assisting with 

necessary paperwork. 
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i) Injured employee must provide physician notes from medical visits and keep HR up to date 

on their appointments.  HR may call to get this information from the doctor as well.  

 

C) If appropriate and there will be on-going medical visits, HR will request a Nurse case manager to 

be assigned.  

D) Luminos Portal with Gallagher Bassett can be used for claims updating or reporting.  

E) GCI does a special Claims Review Process for claims greater than $20k 

F) If a safety violation was made, or proper PPE was not used, management will determine if there 

is disciplinary action.   

 

4) Paid Wages Coordination: 

A) If an employee is out of work for more than 8 days, WC will pay for their lost work time at 66 

2/3% of their wages (based on last year of income taken from Payroll).  WC will go back to the 

1st day of disability if the employee is out more than 21 days.   

B) HR will coordinate between employees, WC and payroll.   

C) Employee may use PTO to supplement time up to 100% 

 

5) Return to Work Program: 

A) HR will collaborate with the employees and medical professionals to create a return-to-work 

program if feasible. This might involve modified duties or a gradual return to work to 

accommodate their recovery. 

B) The doctor will provide the specific restrictions of the employee; HR will pass that on to the 

Superintendent and Crain will ensure those modifications are followed if the employee returns to 

work.  

C) Complete a modified or light duty job offer form (see Safety Manual for details) for the employee 

if there is an approved job for them that is modified to their work restrictions given by the doctor.  

 

6) Follow Up:  

A) HR will track the employee’s progress and any changes in their condition. 

B) Crain will comply with any requests for information from the workers' compensation board or 

other relevant authorities. 

C) HR will work with our WC broker to stay updated on WC laws and regulations and always 

ensure compliance.  

 


