
Confidentiality and release forms 
are signed by all parties. The HR/

TC contacts WCMB to inform 
them that transitional duty team 

meetings have begun. Team 
meets every 2 weeks until 

employee is released to full duty. 
HR/TC completes the transitional 

duty tracking form.

An 
Incident 
Occurs

YES

NO

1st Report is completed and 
submitted to MSF and Incident 

Report is completed by Employee, 
Supervisor and assigned HR/TC.

1st Report form is 
completed by 

Employee, Supervisor 
and assigned 

HR/TC and submitted 
to MSF(Montana State 
Fund) within 24 hours.

Supervisor and HR/TC follows 
up with employee after 30 

days and maintains contact 
log.

Incident Report is 
completed by 

Employee, 
Supervisor and 

assigned HR/TC 

Is the employee 
released to full 

duty?

Is the employee 
released to 

transitional duty?

YES

NO

HR/TC contacts claims 
examiner to see if claim can be 

closed.

The Supervisor reports 
the incident to assigned 
Human Resource (HR) 
Specialist and/or Team 

Coordinator (TC) Assigned 
HR/TC

works w/ all parties to 
manage the incident. 

Managing 
Incident

The Employee 
reports the incident to 

his/her immediate 
supervisor

Employee

Supervisor

Does the Employee 
seek medical care?

HR/TC monitors claim 
until employee reaches 

MMI 
(maximum medical 

improvement)

NO YES

HR/TC monitors claim 
and 

meets with all parties bi-
weekly until employee is 

released to 
transitional or 

full duty

Full Duty Path!

Transitional duty Path

HR/TC monitors 
claim until 
employee 

reaches MMI 

Claims Examiner

HR/TC
Workers Compensation

Management Bureau (WCMB)

Supervisor with the 
assistance of HR/TC 

investigates the incident to 
prevent future occurrences

NOTE: Human Resource Manager will oversee entire process

...as soon as 

practical and possible

...IMMEDIATELY whenever possible 

and at least within 24 hours

Supervisor

Employee


	Page-1�

