
NJSIG Member Services Team
NJSIG Workers’ Compensation Claims Intake Team



Trusted support for New Jersey school districts

Affordable, consistent rates

Value-added services at no extra cost

District-specific expertise from our
experienced team

Please keep the feedback coming! We’re always
improving!



Enhanced materials & tools based on YOUR feedback

Designed to streamline your experience

Supporting both member districts & employees

Need materials? Email memberservices@njsig.org

Customized WC Toolkits were sent out to each school via
the BA and WC Contact



The injured employee 
should promptly report 

to the school nurse.

Nurses: Fill out an 
internal injury report.

If treatment is needed, 
call the WC Claims 
Reporting line at 

609-543-3377. 
Report claims 

immediately to avoid 
delays in treatment.

Quick call ensures 
proper care and 
prevents delays.

WORKERS’ COMPENSATION CLAIMS REPORTING LINE: 609-543-3377 
MONDAY – FRIDAY 8:00 AM – 5:00 PM

Only employees paid directly by the district are covered!

Substitute employees and those paid through third-party 
services should report any injuries to their employer.



NJSIG’s WC Toolkit includes instructions, 
provider info, and key resources!

To begin the claims process we need:
• Injured Employee’s:

⚬ Name
⚬ Address
⚬ Phone
⚬ Email
⚬ Social Security Number
⚬ Date of Birth
⚬ Gender

• Injury Date
• Time of Injury
• Incident Description



For injuries that happen outside normal 
business hours. 

No injured worker should be turned away!

• Use our After-Hours Reporting Flyer:
⚬ Step-by-step instructions
⚬ NJSIG/Qual-Care Business Card
⚬ Prescription Flyer

• Voicemails checked daily, including weekends

• Emergencies: Call 911 or go to nearest ER

• District employees should not provide
transportation for injured employees!



All treatment must go through NJSIG authorization

• Employees must contact NJSIG before seeking care

• Why it matters:
⚬ Ensures proper care
⚬ Smooth communication
⚬ Coordinated treatment with your district

Need the most up-to-date version of your WC Toolkit?
Email memberservices@njsig.org



For injuries that do not require immediate medical attention

Injury still must be reported:

• Internal report
• Submit FROI through NJSIG’s website
• Answer “NO” to medical treatment question

If treatment is later needed: Contact NJSIG directly!

IMPORTANT:
Requests made within 10 days will receive immediate
treatment. After 10 days, an adjuster will assess the
case and decide the next steps.

Prompt reporting allows us to gather the most accurate information, coordinate timely medical care, and 
support the employee’s recovery and safe return to work.



FROI (First Report of Injury) Form

• Easy to complete and submit
• Available in multiple languages

DDI (Duty Determination 
Information) Form

• For the treating medical provider
• Includes authorization & billing info
• Streamlines care coordination



Keep these visible and accessible:

1. Workers’ Compensation Poster – Reporting instructions
The poster features a QR code that links directly to NJSIG’s website, offering a quick and convenient way to access our resources.

2. Claim Reporting Flow Chart – Step-by-step guide

3. After Hours Reporting Flyer



Hand these to the injured employee:

1.  NJSIG/Qual-Care Business Card – Reporting & billing info 

2. Mitchell Script Prescription Flyer – Temporary prescription card

3. After Hours Reporting Flyer



What happens next:

• Claim number is issued

• Adjuster contacts injured employee

• Questionnaires sent to employee & district

• Timely responses = faster resolutions



• Initial claim communications sent by email:

• Acknowledgments

• Instructions

• Secure upload links for video or documents

• Save and label materials with the claim number

• Notify NJSIG of district contact changes



• Utilize your WC Toolkit!

• Every district’s toolkit was sent to the BA and WC Contact

• If you need a copy, email memberservices@njsig.org

• Keep nurses and supervisors updated on protocols

• Post instructions in high-traffic areas

• Use all available resources

• Contact NJSIG with any questions - we’re here to help!



Your questions help us improve our process!

We value your insights and suggestions!



Member Services Representatives

Joseph Semptimphelter
JSemptimphelter@njsig.org

609-386-6060 x 3044

Joanna Radomicki
JRadomicki@njsig.org
609-386-6060 x 3029



www.NJSIG.org


