
CALL-IN-CENTER PROCEDURES FOR REPORTING WORK RELATED INJURIES 
TRAINING AGENDA AND CONTENT 

1. REVIEW KEY POINTS FROM RISK MANAGEMENT

(a) The goal of this system is reduce notification time between the supervisor and Workers’ Compensation
Division of Risk Management.

(b) The Call-In-Center has been in place since April 1, 2003.

(c) The Call-In-Center is for reporting injuries only. The Call-In-Center staff are not from the City of San
Diego and are not available for routine questions. (The City is charged for each phone call!) The Call-
In-Center will be staffed 24 hours/day, 7 days/week. Questions contact Risk Management at
619/23-66395.

(d) An injured employee is defined as an employee with an injury requiring medical attention. For minor
injuries (requiring first aid only), continue to use the “Report of Minor Injury” (Form RM-1568).

(e) Employee’s Claim for Workers’ Compensation Benefits (RM-1642) and the Medical Status Report for
Occupational Injury or Illness (RM-1534) will be the only forms needed after April 1, 2003. The following
forms will no longer be needed after March 31, 2003: Employer’s Report of Occupational Injury or
Illness (RM-1531A), and Supervisors’ Injury Investigation Report (RM-1563).

2. REVIEW THE INJURY REPORTING PROCEDURES

(a) The employee reports an injury to the supervisor. The supervisor gives the employee the Employee’s
Claim for Workers’ Compensation Benefits form. The employee fills out the top half of the claim form
and returns the form to the supervisor. The supervisor fills out the bottom half of the claim form and
gives it to the payroll specialist. The payroll specialist routes the claim form to Risk Management.

(b) The supervisor must call the Call-In-Center at 1-800-427-7980 within 24 hours of when the
employee reports the injury, and provide the following information: Injured Employee’s Name and
Social Security Number, Date of Injury, Where Injury Happened, Body Part Injured, and How Injury
Occurred.

(c) Risk Management will be notified by the Call-In-Center within 24 hours of the supervisor’s call. A
claim is opened and assigned. Risk Management will contact the supervisor, injured employee and
physician.

(d) Employee will receive a Medical Status Report for Occupational Injury or Illness form from the
supervisor, payroll specialist or Sharp Rees-Stealy facility. The employee will complete the top portion
of the form. The doctor will complete the work restriction portion. The Employee will give the completed
form to the supervisor or payroll specialist. Employee will take a new the Medical Status Report for
Occupational Injury or Illness form to the doctor for each visit.

Questions regarding training content, contact the Training Office at 619/52-58245. 
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