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 Forms included with manual are: 

 

     -    Panel of Physicians * 

- Bill of Rights for Injured Worker * 

-  Mileage Reimbursement Form * 

- WC- 1 (2011 version) ** 

-    WC- 6 Wage Statement ** 

 

 

*   These forms are available from GSBA by contacting Scott O’Brien  

     at 678.376.0003 x16 or email at sobrien@uscky.com 

   

** These forms are available at https://gsba.com/gsba-claims/   

or by going to the Risk Management page of the GSBA website and 

clicking on the GSBA Claim tab. 

 

 

 

mailto:sobrien@uscky.com
https://gsba.com/member-services/risk-management/gsba-claims/
https://gsba.com/member-services/risk-management/
https://gsba.com/
https://gsba.com/member-services/risk-management/gsba-claims/
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Claims Contact Sheet 

 

 
GSBA 

PO Box 465328 

Lawrenceville, GA 30042 

(888) 245-4722 PHONE 

(678) 376-0056 FAX 

 

Atlanta Claims Manager 

Scott O’Brien 
sobrien@uscky.com 

888-245-4722 ext. 16 

 
 

Lost Time Claims   Lost Time Claims  Lost Time Claims 

Debra Stephenson   Sheila Ulrich   Dawn Stevens 

888-245-4722 ext. 35       888-245-4722 ext. 19  888-245-4722 ext. 14  

debras@uscky.com         sheilau@uscky.com  dawns@uscky.com  

 
 

 

    Medical Only Claims 

    888-245-4722 ext. 25 or 18 
     

 

 

 

mailto:sobrien@uscky.com
mailto:ebras@uscky.com
mailto:dawns@uscky.com
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Posted Panel of Physicians 

Bill of Rights for the Injured Worker 
 

Employer’s Responsibilities 
 

Under Georgia law, an employer must post a Panel of Physicians from 

whom injured employees can seek treatment.  This list of physicians must 

be placed in at least one prominent place on the business premises (i.e. 

near time clock, in break room, etc.) along with the State Board of 

Workers Compensation Bill of Rights for the Injured Worker and 

reasonable measures must be taken to ensure that employees understand 

the function of the panel and their rights with regard to the selection of a 

physician.   

 

Employees are also to be given appropriate assistance in contacting panel 

physicians when necessary.  If medical treatment is necessary after a job-

related injury, the employee has the right to choose a physician from the 

panel.  This physician becomes the authorized treating physician and may 

arrange for any consultation, referral or other specialized medical services 

required to treat the employee’s injury.   

 

If the employee becomes dissatisfied with the original choice from the 

panel, he or she may make one change to another panel physician.  Any 

further change of physician requires the approval of the employer or an 

Order from the State Board of Workers Compensation. 
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Overview of Roles / Responsibilities 
 

 

Supervisor / Department Representative 

 

- ensure that the employer’s Panel of Physicians and the Bill of Rights for the 

Injured Employee are properly posted and that all employees are aware of its 

purpose 

- complete all sections of the WC-1, First report of Injury, and email to the Central 

Office Workers’ Compensation Coordinator immediately after the accident 

- notify the GSBA claims representative with any questionable circumstances or 

issues that need to be addressed  

- notify GSBA if the accident or injury might have aggravated a pre-existing 

medical condition or injury, or if injured employee has some pre-existing medical 

condition that might affect his/her on the job injury 

- provide the injured worker with an Instant Rx card from Preferred Medical 

Network so the injured worker does not have any out of pocket expenses for the 

initial script  

- assist the employee with return to work issues and monitor their status while 

working with restrictions 

- keep in touch with employees who are recovering from injuries, especially those 

who are out of work 

- notify GSBA staff if an employee refuses to accept offer of suitable employment 

- notify GSBA staff if employee returns to work at reduced hours or wages 

 

 

GSBA Claims Staff 

 

- investigate claim to determine compensability 

- contact the employer, employee, and physician’s office as necessary 

- process medical bills in a timely manner 

- provide injured employee with lost time compensation in a timely manner 

- file all necessary forms with the state board of Workers Compensation 

- review and respond to all requests for diagnostic tests, physical therapy, specialist 

referrals, surgery, and change of physicians, etc. 

- assist the employer and employee with return to work issues 

- manage legal team and defense strategies 
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Claim Reporting & Handling Procedures 

for Supervisors and / or Department 

Representatives 
 
Onset of Accident or Injury: 

 

The Department Representative should complete a WC-1 (First Report of Injury) 

immediately and email it to gsbanewclaims@uscky.com, fax to GSBA WCF Claims 

Service at (678-376-0056) or report on-line at tpaservices.uscky.com.     

 

When Medical Treatment is Required: 

 

The Department Representative should explain the Panel of Physicians to the employee 

and assist the employee if needed with choosing the initial medical provider.   The 

employee should be given a copy of the Panel. 

 

The Department Representative should make sure that the medical provider has the 

proper billing information, and that the employee is aware that he or she should not file 

any bills for authorized medical treatment on his or her group health insurance. 
 

The Department Representative should provide the injured worker with an Instant Rx 

card from Preferred Medical Network so the injured worker does not have any out of 

pocket expenses for the initial script.  

 

 

In the case of a serious injury, emergency medical treatment should be provided 

immediately, and the Supervisor or Department Representative should ensure that the 

medical providers are given the appropriate workers compensation billing information.   

 

If the initial treatment was with a hospital or emergency room, any follow-up treatment 

should be scheduled with a doctor from the Panel of Physicians.   

 

The Department Representative should defer to the GSBA Claims Adjuster for any 

questions or requests regarding medical treatment authorization, test scheduling, referrals, 

change of physicians, bill payment, etc. 

 

If No Medical Treatment is Necessary: 

 

The Department Representative should still report the claim to GSBA by submitting a 

WC-1 and any other information available and it will be recorded as an Incident Only.  

This will ensure that there is some documentation of the injury for future reference if 

necessary. 

 

mailto:gsbanewclaims@uscky.com
http://tpaservices.uscky.com/
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Claim Reporting & Handling Procedures  

for Supervisors and / or Department Representatives, Continued 
 

 

 

Reporting Procedures for Medical Only and/or Lost Time Claims 
 

The Department Representative should email a copy of the WC-1 to the Central Office 

Workers’ Compensation Coordinator with any other documentation concerning the 

incident IMMEDIATELY following the accident.  If the employee is losing time from 

work the department representative should also attach a copy of the WC-6 Workers 

Compensation Wage Statement. 

 

If the treating physician takes the employee out of work or gives the employee 

restrictions that cannot be accommodated, you must notify the Central Office Workers’ 

Compensation Coordinator immediately.  The employee has the option of using accrued 

sick or annual leave in lieu of receiving workers’ compensation benefits.  If the 

employee chooses salary continuation, he or she will not be entitled to receive workers’ 

compensation lost time benefits until accrued leave is exhausted or a change in 

election is made.   

 

Please note that claims are still considered lost time if the employee is missing time from 

work, even if they have elected to receive salary in lieu of workers’ compensation.  These 

claims must still be reported to the State Board in a timely manner, so they should be 

reported to the GSBA staff as a lost time claim as soon as possible. 

 

When an Employee is Released to Return to Work with Restrictions: 

 

The Department Representative should help determine if suitable work is available.  If 

suitable work is available, the Department Representative should help schedule the 

employee to return to work by contacting the Central Office Workers’ Compensation 

Coordinator. 

 

If suitable work cannot be offered, the employee will be entitled to continued lost time 

compensation (or salary in lieu).   

 

Please note that when an employee has been released with light duty restrictions, the 

Districts can place that employee back to work at suitable employment within the 

system as long as it’s within the employee’s restrictions.  If you do not have a position 

within your department or if you have questions regarding light duty, please notify the 

Central Office Workers’ Compensation Coordinator and they can help locate suitable 

employment in another department or contact GSBA.   
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Claim Reporting & Handling Procedures  

for Supervisors and / or Department Representatives, Continued 
 

 

 

When an Employee is Uncooperative or Refuses to Return to Work:  

 

If the employee is not cooperative with efforts to bring him or her back to work, or if they 

refuse to voluntarily return to work, the Department Representative should notify the 

Central Office Workers’ Compensation Coordinator or GSBA immediately for 

assistance. 

 

Once an employee has returned to work please notify the Central Office Workers’ 

Compensation Coordinator so that an overpayment of Workers Compensation can 

be avoided.     
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Overview of Lost Time Benefits 
 

Waiting Period:  In Georgia, the first seven days that an employee is disabled from work 

is known as the waiting period.  Employees are not compensated for the waiting period 

unless they miss at least 21 consecutive days from work. 

 

Workers Compensation benefits are paid on a weekly basis. 

 

Temporary Total Disability:  If the authorized treating physician states that the 

employee is totally disabled from work, or if the employee is given work restrictions that 

cannot be accommodated, the employee will receive a weekly disability benefit known as 

Temporary Total Disability.   

 

The amount of the weekly benefit is 66 2/3% of the employee’s average weekly wages 

during the 13 weeks immediately preceding the injury, subject to a maximum weekly 

benefit as established by the legislature. (The current maximum is $575 per week as of 

7/1/2016.) 

 

Temporary Partial Disability:  If the employee is able to return to work with restrictions 

related to their on-the-job injury, and if those restrictions result in a loss of earnings when 

compared to their pre-accident wages, then the employee will be entitled to receive a wage 

loss benefit known as Temporary Partial Disability.  The amount of this benefit is 

determined by taking 66 2/3% of the difference between the wages the employee was able 

to earn while working with restrictions and their pre-accident average weekly wage, with a 

maximum weekly benefit as determined by law. (The current maximum is $383 per week 

as of 7/1/2016.) 

 

Permanent Partial Disability:  If an employee’s injury results in a permanent 

impairment, then they are entitled to be compensated for that impairment at a rate 

determined by law.  This benefit is known as Permanent Partial Disability.  The 

authorized treating physician will determine whether or not the injury has resulted in a 

permanent impairment once the employee has reached maximum medical improvement. 

 

The amount of this weekly benefit is determined by taking 66 2/3% of the employee’s 

average weekly wage for the 13 weeks prior to their injury, with a maximum weekly 

benefit as established under the law.  (The current maximum benefit is $575 as of 

7/1/2016).  The number of weeks of benefits payable is determined by the percentage of 

impairment that the doctor assigns.  The workers’ compensation law contains a schedule 

for the number of weeks payable for the loss of use of a specific body part or the body as 

whole.   
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Common Questions 
 

What is a compensable injury? 

- an injury by accident that arises out of and during the course of employment, 

including the aggravation of a pre-existing condition 

 

When is an injury not compensable? 

- when the injury or accident results from horseplay 

- when the injury or accident is caused by the fact that the employee is intoxicated 

or under the influence of an illegal drug 

- when the employee deviates from his or her employment to pursue a personal 

matter 

 

What if the employee has an attorney?  If an injured worker retains an attorney, then 

any discussions about the employee’s rights and responsibilities under the workers’ 

compensation law should be directed to the attorney.  However, you may still 

communicate with the employee directly concerning issues involving his or her 

employment.   

 

What if the accident was the fault of some other person or entity?  Even if the accident 

was caused by the actions of some third party (motor vehicle accident, faulty equipment, 

etc.), the injured employee is still entitled to receive workers’ compensation benefits.  

However, the District has the right to pursue reimbursement from the responsible party 

for some or all of the benefits paid.  This is known as a subrogation lien.   

 

What if this employee’s accident aggravated a pre-existing medical condition?  A work-

related injury or accident that aggravates a pre-existing condition is compensable, until 

the effects of the aggravation have worn off and the employee recovers to their pre-

accident condition. 

 

If an employee goes to his or her own doctor for treatment of an on the job injury 

without authorization from the employer, is the employer responsible for payment?  

Generally an employee cannot go to a non panel physician unless the treatment was for 

an emergency or unless the employer failed to provide the employee with a panel of 

physicians. 
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14 Key Indicators in Evaluating Claims 

 
1. The alleged injury occurred on a Monday morning or occurred late on Friday 

afternoon but was not reported until the following Monday 

 

2. The accident occurred just prior to or immediately after a job termination, layoff, 

end of a project or at the end of seasonal work 

 

3. There were no witnesses to the accident 

 

4. The claimant has a history of previous claims 

 

5. There was a substantial delay in reporting the incident 

 

6. The claimant frequently changes physicians or medical providers 

 

7. A 3rd party is involved in the incident 

 

8. The accident or injury has the potential to be catastrophic 

 

9. The claimant received a release for work which was followed by the claimant 

requesting a change of physicians 

 

10. There are frequent difficulties with contacting the claimant at home when they are 

allegedly disabled  

 

11. Claimant has allegedly been seen by fellow employees performing activities that 

are inconsistent with their alleged disability 

 

12. The claimant refuses a diagnostic procedure to confirm any injury or alleged 

injury 

 

13. The claimant has recently obtained other disability policies 

 

14. The claimant’s lawyer or medical provider are known for being involved in 

suspect claims 
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Glossary of Abbreviations 
 
Abbreviation Meaning 

ACT  Activity (As in activity check) 

AOE/COE Arising out (of) employment (&) (in the) course of employment 

ALJ Administrative Law Judge 

AP Action Plan 

ATP Authorized Treating Physician 

AWW Average Weekly Wage 

BAW Body as a Whole 

BOE Board of Education 

CAT Catastrophic (lifetime benefits or permanent total) 

CMS Center for Medicare Services 

CR Compensation Rate 

CTS Carpal Tunnel Syndrome 

DOI Date of Injury 

DOB Date of Birth 

D/A Defense Attorney 

DOR Date of report 

EE Employee 

ER  Employer 

ERTW Early Return to Work 

FCE Functional Capacities Evaluation (Evaluate work capabilities) 

IB Impairment Benefit 

IDET A medical procedure 

IME Independent medical exam 

JA Job Analysis 

JD Job Description 

LD Light Duty 

LEG Legal 

MMI Maximum medical improvement – If rated, will be paid PPD 

MRI Magnetic Resonance Imaging (Scan)  

MSA Medicare Set-Aside 

MSDS Material Safety Data Sheets (Potentially harmful substances) 

MVA Motor Vehicle Accident 

NCM Nurse Case Manager (Also FCM- Field case Mgr) 

O/C Opposing Counsel 

OOW Out of Work 

P/A Plaintiff Attorney 

PRN Return (to Doctor) as needed 

PPD Permanent Partial Disability Benefit (When at MMI or P&S and rated) 

RCI Reimbursement Consultants, Inc. (SIF vendor) 

RES Reserves 

RSD Reflex sympathetic dystrophy (Serious wasting disorder) 

RTW Return to work 

SIR Excess Retention 

SITF Subsequent Injury Trust Fund (Georgia) 

SOL Statute of limitations 

SSDI Social Security Disability 

STIP Stipulation  

Subro Subrogation (pursuing a claim against a responsible third party 

TCM Telephonic case manager 

TKR Total knee replacement 

TPD Temporary partial disability – wage loss 

TTD Temporary total disability 

VR or Voc Vocational Rehabilitation  
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