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Goals:

• Understanding the following:
❑ What is considered a workplace injury

❑ Resources available to employee and manager

❑ When to notify Human Resources

❑ What steps to take when an injury occurs

❑ Process once an injury submission is received

❑ How employees receive payment

❑ When an employee can return to work, accommodations, etc.

• Consistency in the process among all divisions



What is considered a 
workplace injury?

• A workplace injury is an event that 
happens during work duties that 
either causes a new injury/illness or 
makes an existing condition worse. 

• May include wounds, illness, or 
conditions one suffers during scope of 
employment
o Could be due to work activity, exposure to 

harmful materials, or faulty equipment

It does NOT need to occur at a 
Aeroseal headquarters facility. 
This could happen at any 
location while on work duty.



Resources Employee Handbook

SharePoint
Safety and Injury Reporting (sharepoint.com)

https://aeroseal.sharepoint.com/sites/HR/SitePages/Safety-and-Injury-Reporting.aspx?&OR=Teams-HL&CT=1724251331839&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNDA3MTEyODgyNSIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D


When should you notify HR?

IMMEDIATELY
!!!!!

When an injury occurs, 
notify Human Resources 

immediately. 

This is essential to ensure 
employees receive 

support quickly.



What steps to take when 
an injury occurs

Assess employee for severity of injury. If there is doubt, 

employee should be examined. 

Notification: employee’s manager and HR should be aware of all 
employee injuries no matter how minor. Once immediate and urgent 
needs are cared for towards the employee, notify manager and HR.

Injured employee should seek treatment from medical facility if 
necessary. Provide medical provider Aeroseal Worker’s Comp 

Policy Number. 

Complete incident report form  FOR ALL INJURIES (employee or 
employee’s manager)





What happens next?

• Once HR receives the Injury Report, HR will 

submit a claim to Worker’s Compensation 

• Once Claim Number is received, HR can 

provide it to the employee 

Employee should mention to all medical 
providers that injury is workers compensation 
related and provide the claim number to 
prevent delays in processing!

• Employee will work with manager, Human 

Resources, and Worker’s Compensation on 

time out.



Employees
Payment and What They Can Expect

• Employees will be paid for the entire day the injury occurred. 

• Any time missed after date of injury is unpaid. Worker’s compensation will work with employee 
on payment for time lost due to injury.  No STD paperwork is needed as lost compensation will 
be reimbursed by Worker’s Compensation

• Employee can expect a Medical Reimbursement document from Human Resources to keep 
insurance active while they are not working due to injury/illness.  They will continue to be 
responsible for their portion of the insurance premium while on leave.

• When employee is ready to return to work, employee will need to submit a return-to-work 
notice from their doctor/medical provider, that includes any accommodations if necessary



Return to work: 
Accommodations, etc.:

An employee can return to work once cleared by a physician/medical provider

Any return-to-work form must be submitted to Human Resources with accommodations prior to 
returning. If there are any accommodations listed, Human Resources will work with the manager and 
Worker’s Compensation to confirm we can accommodate, and coordinate return to work date. 

It is the Manager’s responsibility to make sure all accommodations are met and continued to be 
followed until which time a physician has released the employee back to full duty.



Questions
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