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<Name>


<Address>








Dear <Injured Employee Name>





Your claim for workers' compensation has been processed and a <Workers’ Compensation Carrier>’s representative will contact you. The enclosed pamphlet explains your benefits under the <State Name> workers' compensation law.





In the meantime, there are several important things you should know:





Timecard -Your supervisor will maintain your timecard while you are away. Your sick leave hours are intended to help you through medical leaves of absence of all types including work-related injuries and illnesses. Therefore, the Company allows you to coordinate your workers' compensation benefit with paid sick time. The combination of workers' compensation benefit with paid sick time may not exceed your base salary. Upon depleting your sick leave account, you may use your accrued vacation hours.





The medical treatment that you are receive on the day of the work-related injury or illness will be considered time worked, up to the earlier of: 





The time you are released to return to work, or 


The end of your scheduled shift





Return-to-Work Procedure – Prior to or upon your return, you must present to your supervisor or Human Resources, a doctor's note that specifies your return-to-work date and whether you are released to full duty or restricted duty. In case of restricted duty, please make sure the doctor clearly specifies your work restrictions and their duration.  





We are eager for you to have a quick and complete recovery. Please feel free to call if you have questions.





Sincerely,





<Human Resources Representative’s Name>





Enclosure


