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Scope  
The North Carolina Worker’s Compensation Act (NC General Statues, Chapter 97) covers all University 
employees, including full-time faculty, staff (EPA and SPA), senior administrative officers, part-time 
employees, temporary employees, and student employees. 

Workers' Compensation benefits are available to any employee who suffers an accidental injury or 
occupational disease arising out of, and during his or her employment, according to the provisions of the 
North Carolina Workers' Compensation Act.  The full cost of medical treatment is covered by Workers' 
Compensation if the injury/illness is compensable under the Workers' Compensation Act. 
 
The North Carolina Industrial Commission (NCIC) and the North Carolina Occupational Safety and Health 
Administration (OSHNC) are both responsible for ensuring that employers in North Carolina administer 
the provisions of the Worker’s Compensation Act.  The University strives to maintain reporting guidelines 
established by the NCIC and OSHNC, prevent injury reoccurrence, and maintain a workplace that is free 
of recognized hazards for the benefit of all university employees. 

Procedures 
Incident Response & Medical Treatment 
The following procedures should be followed immediately after an incident occurs: 

1. All employees should seek medical treatment immediately after an injury occurs.  Employees are 
advised not to treat with their own physicians since the insurance company, Corvel, will not cover 
treatment at facilities not approved by them.   

2. Life-threatening injuries: Call 911 if the injury is serious or life-threatening.  The following 
examples of serious or life threatening symptoms: loss of consciousness, seizure, bleeding that 
cannot be immediately controlled, chest pain or pressure, difficulty breathing, confusion, inability 
to talk, walk or raise both arms.  Note: During medical emergencies, employees may request that 
EMS not be called.  The employer has a legal and moral obligation to call EMS if a life-threatening 
situation is suspected.  Do not delay care; do not argue with the victim; call 911. 

3. If the injury is an emergency and the response involves the transport of an employee to the 
hospital, the supervisor or designee should go to the hospital to provide support.   

4. Supervisors should ensure the scene is safe for employees and emergency responders or remove 
victim in extreme situations when the scene is dangerous to life and health. 

5. Supervisors should secure the scene: 
• Isolate the scene with rope, tape, guards, etc. (if needed) 
• Provide a hard copy of the NC Employee Incident Report (Appendix A) for the employee 

to complete.  This must be forwarded to the Safety & Risk Management Office within 24 
hours from the time of the injury. 

• Do whatever it takes to prevent a reoccurrence while preserving all evidence. 
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6. Non-life threatening injuries: If the injury is not an emergency but requires additional medical 
care, employees should go to one of the three approved health care facilities: 

Student Health Services 
Bird Health Building 
(828)227-7640 
Hours: Monday-Friday 8AM-5PM 
Saturday-Sunday CLOSED 
 
Harris Regional Urgent Care 
176 Wal-Mart Plaza (Next to Walmart) 
Sylva, NC 28779 
Phone (828)631-9462 
Hours: Open 7 days a week 8AM-6:30PM 
 
Harris Regional Hospital ER 
68 Hospital Road 
Sylva, NC 28779 
Phone (828)586-7000 
Hours: Open 24/7 

If the employee is on official state business and is injured outside the Cullowhee/Sylva area, they 
should seek treatment at the closest ER or Urgent Care Center. 

For injured employees, additional health care needed by a specialist will be coordinated between 
the Safety & Risk Management Office, the initial treating physician, and Corvel Corporation (third 
party administrator for Worker’s Compensation Claims).   

7. Supervisors and employees shall not release information to the news media.  Employees must 
instruct inquiring media to contact WCU’s Office of Communications and Public Relations Office 
at (828)227-7327, 400 HFR Building.  

Responsibilities  
Employee 

Responsibility for claiming compensation falls on the injured employee.  Employees are responsible for 
the following after a work-related injury occurs: 

• Injured employees should notify their supervisor immediately of any work-related injuries.   
• All injuries must be reported to the Safety & Risk Management office within 24 hours. 
• Seek medical treatment at one of the three designated treatment facilities listed above. 
• Employees should not see their personal doctors for work related injuries. 
• Employees are expected to fully cooperate with their supervisor during the investigation process 

(See section IV Incident Investigation) 
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• Employee must provide their supervisor and Safety & Risk Management office with all work notes 
they receive from the authorized treating physician and let their supervisor know of any changes 
in their work status. 

• Complete the North Carolina Employee Incident Report Form (Appendix A) and Employee Use of 
Leave Options Form (Appendix B) if you miss time from work.  Your supervisor should review the 
forms and return them to the Safety & Risk Management Office within 24 hours.  

• Employee is expected to follow all doctor’s orders, accept all medical treatment, and attend all 
scheduled appointments. 

Supervisor 

The supervisor is responsible for notifying the Safety & Risk Management Office of any work-related injury 
within 24 hours.  The supervisor should be prepared to provide information to the Safety & Risk 
Management Office regarding the time, location, and nature of the accident.  Supervisors are also 
responsible for the following after a work-related injury is reported to them: 

• Direct injured employee to one of the three designated medical treatment facilities immediately 
after the injury occurs or as soon as you are notified. 

• If the injury is an emergency and the response involves the transport of an employee to the 
hospital, the supervisor or designee should go to the hospital to provide support.   

• Supervisors should ensure the scene is safe for employees and emergency responders or remove 
victim in extreme situations when the scene is dangerous to life and health. 

• Supervisors should secure the scene: 

1. Isolate the scene with rope, tape, guards, etc. (if needed) 
2. Provide a hard copy of the NC Employee Incident Report (Appendix A) for the employee 

to complete.  This must be forwarded to the Safety & Risk Management Office within 24 
hours of the incident. 

3. Do whatever it takes to prevent a reoccurrence while preserving all evidence. 

• Serious injuries resulting in fatality, amputation, loss of eye(s), or admission to hospital must be 
immediately reported to the Safety & Risk Management Office at 828-227-7443 (Appendix E) 

• Supervisors should work with the employee to investigate the incident (See section Incident 
Investigation). 

• Ensure the employee completes the North Carolina Employee Incident Report Form (Appendix A) 
and Employee Use of Leave Options Form (Appendix B) if they are missing time from work.  Ensure 
the forms are returned to the Safety & Risk Management office within 24 hours after the incident.   

• If there are witnesses to the incident, have NC Witness Statement Forms completed (Appendix 
D).  Complete the Supervisor Incident Investigation Report (Appendix C) and return forms back to 
the Safety & Risk Management Office within 24 hours after the incident. 

• Ensure all work notes you receive are forwarded to the Safety & Risk Management Office. 
• Work to accommodate any modified duty that is ordered by the treating physician and notify 

Safety & Risk Management of any changes in employee’s work status. 



6 
 

• Keep in contact with injured workers who are missing time from work. 

Incident Investigation 
All incidents and “near misses” that occur on state property, leased properties, and in the course of 
business on or off-site must be reported by the employee and investigated by the supervisor using a team 
process and root cause investigation.  To clearly identify the unsafe circumstances surrounding the 
occurrence of the incident, a cause and effect needs to be identified.  The cause is the why a particular 
incident happened (i.e. oil on the floor). The effect is the result of what occurred (i.e. the employee slipped 
and bruised leg). When looking for the cause, several items should be investigated such as processes (i.e. 
lack of scheduled maintenance for equipment, changes to procedure), personnel (i.e. lack of training), 
machine/equipment (i.e. faulty equipment that leaks), materials (i.e. no tools), and environment (i.e. poor 
worksite cleanliness). Once the cause(s) are identified, then corrective action is to be implemented to 
mitigate future occurrence.  In some cases, employee failure to follow proper safety procedures may be 
identified and should not be excluded. 

Supervisor Responsibility in Incident Investigation 

The Supervisor is responsible for investigating any workplace incident that occurs in their department.  
Employees are required to cooperate in the investigation and complete all necessary paperwork.  The 
incident investigation should occur as soon as the injury is reported to the supervisor.  It is critical to 
evaluate the scene of the accident before changes can occur and obtain witness statements before 
memory alters, etc.  

After conducting the incident investigation, the NC Supervisor Incident Investigation Report (Appendix C) 
is to be completed and list any details that may correct the problem and/or to increase health and safety 
awareness. Supervisors are encouraged to include supplemental information such as pictures/diagrams 
of the accident scene, and other agency reports such as police or fire.  All reports and supplemental 
documents should be immediately sent to the Safety & Risk Management Office for review. 

Correction of Hazards 

Any deficiencies identified during the supervisor incident investigation should be immediately reported 
to the Safety & Risk Management Office to be corrected.   

The Safety & Risk Management department will work with the department to correct any deficiencies 
that are found. If any deficiencies identified have the potential for serious injury/illness, then Safety & 
Risk Management has authorization to stop all work until the hazard has been corrected.  

Training   
All employees and new hires will receive training on the WCU Occupational Injury Reporting program.  
Employees and supervisors will receive appropriate refresher training at regularly scheduled intervals as 
determined by the Safety & Risk Management Office.  

The minimum training for all employees will include the following elements: 
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• An explanation of the WCU Occupational Injury Reporting program and roles 
• An emphasis on the importance and method of prompt reporting of incidents and near misses 
• Review of the Employee Incident Form, the Supervisor Investigation Form and the NC Witness 

Statement Form 

Record Retention 
The State of North Carolina will maintain information related to incident investigations for 30 years past 
the employee separation date.  All incident investigation records will be kept by the Program 
Administrator.  “Near miss” investigation reports will be maintained for five years. 
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Appendix B: Leave Options Form 
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Appendix C: Supervisor Incident Form (2 pages) 
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Appendix D: Witness Statement Form 
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Appendix E: Reporting Accidents to OSHA 
 

 

 

 


	Scope
	Procedures
	Incident Response & Medical Treatment

	Responsibilities
	Incident Investigation
	Supervisor Responsibility in Incident Investigation
	Correction of Hazards

	Training
	Record Retention
	Appendix A: Employee Incident Form
	Appendix B: Leave Options Form
	Appendix C: Supervisor Incident Form (2 pages)
	Appendix D: Witness Statement Form
	Appendix E: Reporting Accidents to OSHA

