
 

1359 E. St. Louis, Springfield, MO  65802-3790 
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Is the injury life threatening?      
NO              YES 

Supervisor faxes forms  
AND    

 contacts Risk Management Department 
Susan Wood at 523-0313 

  

Risk Management will direct the employee to 
the appropriate facility for treatment. 

Does the employee wish to 
 seek treatment? 

          NO                  YES 
 

Fax completed form 
to 523-0395 

Supervisor and employee complete 
required Incident Report Forms and 

fax to Risk Management 

Springfield Public Schools     
 

Kraft Administrative Center 
Risk Management Department  

   
Workers Compensation Incident                                  

 Procedures & Guidelines 
 

Employee IMMEDIATELY notifies Supervisor 

If the injury is life threatening,  
CALL  911 

 
****** 

 
If  NOT  

life  
threatening but immediate care 
required-transport employee to 

closest  
emergency facility 

Did the incident occur  
during normal business hours? 

  NO                YES 

If the injury occurs 
during non-business 

hours, direct the 
employee to an  
 Urgent Care or 

Emergency Facility 

Completed forms are to be faxed AND contact made with Risk Management  
within 24 hours of occurrence. 
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