
Guadalupe County 

Human Resources Department 
Lois Biley, Human Resource Manager/ Risk Manager 

211 W. Court Street, Seguin, Texas 78155 Phone: (830) 303-8862 

Fax: (830) 401-4960 

PROCEDURES FOR FILING & REPORTING 

WORKERS COMPENSATION INJURIES 

Guadalupe County is committed to providing a safe workplace for our employees. Preventing work 
related illness and injury is our primary goal. We want to maintain a safe environment and see that you 
receive the appropriate medical treatment for your injury. 

If an accident occurs these procedures must be followed: 

I. It is the injured employee's responsibility to report his/her accident or incident to their supervisor or
department head immediately.

2. The supervisor or department head must report the injury or incident to Lois Elley (Human Resource
Manager/Risk Manager) fax number 830-401-4960 or phone number 830-303-8862 in the Human
Resources Department within 24 hours.

3. The injured employee must submit to a drug and/or alcohol test within 24 hours of any accident/incident
or post-accident. All alcohol and drug testing will be done at:

• Guadalupe Regional Emergency Room, if injured. GRMC main line is (830) 379-2411.

• Dr. Frank Wright, if injured. He is located at 411 S. King St. Seguin. Hours are Mondays thru
Fridays from 7 a.m. to 7 p.m., the main line is (830) 484-4200. (Employer must take GRMG
Treatment Authorization Form).

• Guadalupe Regional Urgent Care in New Braunfels, if injured. They are located at 1751 S.
State Hwy 46, Ste 104, New Braunfels, TX 78130. Hours are Sunday through Saturday from 7
a.m. to 7 p.m., the main line is (830)433-7816. (Employee MUST take with them the GRMG
Treatment Authorization Form).

• Guadalupe Regional Outpatient Lab for drug screen purposes only. Their hours of operation
are between 7:00 a.m. to 4:00 p.m. Monday through Friday. GROL main line is (830) 401-7260.

4. The supervisor or department head must complete the First Report of Injury, NOT the injured worker
and forward this form to Human Resources Department immediately.

5. The injured employee must complete the Employee Injury Statement and all forms that require an 

employee signature and forward, along with the First Report of Injury, to the Human Resources

Department. Ex. (Medical Release Form, etc.).



6. Any witness to the accident must complete the Witness Statement form and forward this form to the
Human Resources Depa1iment along with the First Report of Injury. If there is no witness, please
indicate this on the witness statement form.

7. If the employee is going to miss any work because of his/her work related injury they must notify their
depa11ment head or supervisor and his/her adjustor at Tristar, phone# (888) 285-6708. Lost time is only
eligible if the treating physician or emergency room doctor takes the employee off work.

8. If the injured employee misses any time from work to attend an office visit, physical therapy, etc. the
employee must submit a Leave Request Form to their supervisor or depa11ment head that indicates the
time off as workers compensation. The employee may be entitled to post injury wages.

9. The injured employee must tell his or her employer within 30 days of the date of the injury, or within 30
days of the date the worker first knew the illness might be work-related. If an injured worker does not
report his/her injury to their employer within 30 days, they could lose their right to receive benefits.

Our goal is to see that the i1tjured employee receives the necessary medical treatment for their injury, so 
that they may return to work as soon as possible. 

Guadalupe County will make every reasonable effo11 to provide suitable return to work opportunities for 
every employee who is unable to perform his/her regular employee's physical abilities. 

If the injured employee is not physically capable of returning to full duty, our return to work program 
provides oppo11unities to perform his or her regular job with modifications or, when available, to perform 
alternate temporary work that meets the injured employee's physical capabilities. 

Human Resources and the Deep East Texas Selflnsurance Fund are available to assist you with any 
questions that you may have regarding Workers Compensation Benefits. 

TRISTAR Risk Management Workers Compensation: 
Ivan Medina 

Phone Number - (888) 285-6708 Ext. 2846 
Ivan.Medina@tristargroup.net 

Please feel free to contact Lois Biley at (830) 303-4188 ext. 1282. 

By signing this form, I ce1tify that the above policies and procedures have been explained to me and I 
understand the instructions provided. 

Employee Signature: 

Employee Name (printed): ______________ Date: _________ _



Work Comp Claim Information 

TAH:E THIS 'WITH YOU TO ALL YOUR APPOINTMENTS AND I-IA VE THEM 

MAKE A COPY FOR THEIR RECORDS. 

CONTACT YOUR ADJUSTER WITHIN 24 HOURS 

TRISTAR 
Claim Adjuster: Phone:(888) 285-6708 

Fax: (214) 492-5691 

TRISTAR 
PO 2805 

Billing Address: Clinton, IA 52733 

Electronic Billing: WE038 through work comp EDI 

Service Approved: Initial Evaluation 
(For further treatment authorization contact the claim adjuster named above) 

Pharmacy Benefits: 
OnePoint Comp+ 

Pharmacy Help Desk (886)337-6426 

Guadalupe County 
Human Resources 

Lois EHey - Risk I\Jianager 

Ernployer: 2'l 'l W. Court St. 
Seguin, TX 78'155 

Phone: (830) 303-4-'l 88 Ext :1282 
Fax: {!./.O'l) 40'1-LJ,960 

Preauthorization 
Injury Management Organization (IMO) 

Information 
Phone: (877)789-0041 

Fax: (877)97 4-1962 

Bill Review 
Injury Management Organization (IMO) 

(877)339-1268

This document acknowledges that the employee has reported a work-related injury. It does not 
constitute a guaranty of payment beyond the initial visit or compensability, either expressed or 
implied. 

 


























