
Workers’ Compensation

Intake Process

Presented By: 

NJSIG’s Member Services Team

& NJSIG’s WC Intake Team



Welcome

NJSIG was established 

in 1983

NJSIG provides insurance to 

over 360 members (BOEs) 
state-wide

Mission:  Keeping 

Dollars in NJ 
Classrooms
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Monday – Friday   8:00 AM – 5:00 PM

Reporting Procedures
During Business Hours 

The injured employee 
should promptly report 
to the school nurse and 
fill out an internal injury 

report.

If medical treatment is 

necessary, the employee 

should call NJSIG after

completing the internal 

report to file their claim and 

be directed for treatment 

by NJSIG’s Intake team.

Reminder: Substitute employees and those paid through third-party 
services like ESS are not covered by the district's workers' compensation. 
They should report any injuries to their employer. FROI form can be found:

www.njsig.org/reporting-claims#workerscomp

NJSIG INTAKE TEAM:

609-543-3377

Immediately following 
medical treatment, 

employees should notify 
their supervisor of the 

injury, treatment status, 
and work status.

http://www.njsig.org/reporting-claims#workerscomp


Reporting Procedures
During Business Hours 

Nurse Unavailable?

The employee's supervisor should 
follow the same procedure.

It’s an Emergency!

The employee should report directly to 
an emergency room or nearest urgent 

care for treatment. 

Upon discharge, or when the employee's 
condition is stable, the employee must 

call NJSIG to report the injury. 



After 

Standard 

Business 

Hours

Complete First Report of Injury (FROI) form: 
Online:  www.njsig.org/froi or download the FROI 

(multiple languages available).  

Please include any initial treatment facility name and 
address in the additional comments box before 

submitting the claim.

The intake team will receive the online report the 
following business day. If medical treatment is being 

requested (selected “Yes” on FROI form), then 
treatment will be directed at that time.

In an emergency, the employee should report directly to an 

emergency room or nearest urgent care for treatment. Upon 

discharge, or when the employee's condition is stable, the 

employee must call NJSIG for follow up instructions. 

http://www.njsig.org/froi


Reporting Procedures:  Record Only

All work injuries should be reported to the 
school nurse, supervisor, or district-
appointed contact. The employee should 
complete an internal report as per 
protocol. 

The incident should also be reported 
to NJSIG using our online portal. Take 
care to check the "NO" box for the 
first question, "Is medical treatment 
being requested?" 





Reporting Tools:
Online FROI:  

Downloadable FROI: 
(available in English, Spanish, Polish, 
and Portuguese)

DDI Form:
The DDI acts as authorization from the 
doctor's office to examine the injured worker.



▪ NJSIG will provide the business 
administrator and WC claims contact 
with the current list of in-network 
urgent care centers near the district.

▪ NJSIG members can designate a 
specific medical provider or allow our 
intake team to direct treatment based 
on availability, location, services, cost, 
and timely updates.

▪ Utilizing an open panel of providers, 
our intake representatives can 
authorize medical treatment at any of 
the in-network providers across New 
Jersey's 21 counties, guaranteeing that 
employees receive top-quality 
medical care.

Open Panel vs. Designated Provider List 

Open Panel

Designated Panel
Versus:



Claim   

Overview



• Report incidents promptly
• Help NJSIG take quick action for medical care
• Gather key incident details for accurate

documentation
• Identify the cause of the incident
• Document relevant facts for complete report 
• NJSIG manages the next steps seamlessly
• Coordination of medical care and follow-up

actions handled by NJSIG



• NJSIG’s expert claims team efficiently
handles claims and manages costs 

• Timely reporting is essential
• NJSIG ensures thorough investigations with

accurate documentation, from fact-gathering
to resolution

• Informed recommendations & action plans
• We offer clear recommendations and

actionable steps to resolve claims



• Claims assigned to qualified staff
• Dedicated claims rep, nurse case manager, or

legal counsel based on complexity
• Comprehensive claim management
• Start to finish claim handling 
• Focus on what matters most
• Let NJSIG manage the details, so you can

concentrate on your core responsibilities



• Comprehensive claim management
• NJSIG's claims staff oversees every aspect of

the claim process
• Thorough investigation & documentation
• Coordinating medical care
• Managing lost wages & medical expenses
• Supporting the litigation process
• Seamless, stress-free 



• Train employees to report accidents
immediately

• Encourage prompt reporting of accidents and
potential claims to managers

• Include reporting training in onboarding from
day one.

• Give regular reminders to reinforce reporting
protocols

• Focus on supporting your team
• Let NJSIG handle the details, so you can

concentrate on supporting your staff



Posters & Handouts
Note:  Please dispose of all

Qual-Lynx posters and cards.

Digital versions of all materials can be found here:

www.njsig.org/reporting-claims#workerscomp

http://www.njsig.org/reporting-claims#workerscomp


Q&A

1 Call 609-543-3377 to speak to NJSIG’s Intake team

2

3

Complete First Report of Injury (FROI) form: 
Online:  www.njsig.org/froi or;

Download the FROI:  
www.njsig.org/reporting-claims#workerscomp

(Available in English and Spanish):
Email: froi@njsig.org or;

Fax:  609-386-2188

WC Reporting Reminder:

http://www.njsig.org/froi
https://www.njsig.org/reporting-claims#workerscomp
mailto:froi@njsig.org


THANK YOU!

www.NJSIG.org

NJSIG

6000 Midlantic Drive 

Suite 300 North 

Mount Laurel, NJ 08107

http://www.njsig.org/

