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Workers' Compensation Procedures 

The following is a short summary of procedures and situations you may encounter while you recover from your work 

related injury. Immediately notify your supervisor or department head that you have suffered an on-the-job injury. 

Please insure that you continue to keep your department informed whenever you are out of work for any reason 

(medical and loss time as a result of you injury). We will be happy to help you in any way we can in our effort to get 

you back to work as soon as possible. Please call our Athens Administrators adjuster within 24 hours if able. They will 

also try to reach you by email or phone about your injury once we have submitted the required forms. 

Contact Phone Numbers 

Giani Cantu, HR Director ........................................................... ..................           (361} 578-0752 

Joy Liggett, HR Specialist.................................................................................                 (361)575-4558 

Deep East Texas Self-Insurance Fund ........................................................... ..        1-800-944-0859 

Athens Administrators Adjuster (Assigned after claim filed) .........................(925) 826-1268

Texas Workers' Compensation Commission (TWCC) ....................................          1-800-252-7031 

General Procedures 

Once your department notifies us of your injury, we will proceed with the following: 

• We notify Athens Administrators and Deep East Texas SIF of your injury. Athens Administrators is the adjuster 

working for Victoria County and Deep East. Our Athens Administrators  Adjuster is available to work with you to 

obtain approval for non-emergency medical treatment. Your adjuster will be assigned after the claim is 

reported to Athens Administrators  and Deep East Texas Self Insurance Fund.

• If your injury requires Workers' Comp. notification, Athens Administrators  will notify the Texas Workers' 

Compensation Commission.

• We will submit form DWC 001 relating to you injury to Athens Administrators and Deep East Texas, which is a 

formal establishment of the injury. It does not admit or deny the injury, it records notification. We will also 

email or mail you a copy.

• Please notify any physician or other medical professional to contact our office to verify your workers comp 

injury. The last page of this procedure packet has all the current contact information for our office. This will 

allow them to arrange appropriate payment. Additionally, if you miss any time from work due to your injury, 

immediately notify your supervisor. Your supervisor will keep your timesheet up to date. 



Physicians 

An employee who sustains a bona fide, on-the-job work related, injury may seek medical attention from 

a TWCC approved medical facility or physician. All non-emergency treatment should be pre-approved by 

Athens Administrators. You must notify your department that you will be seeking medical treatment, as 

a result of your on-the-job injury; your department will then notify our office. Please complete a 

supplemental first report of injury is medical care is sought later. Our Victoria County Employee 

Primary Health Clinic� not an approved medical facility for on-the-job injuries. 

After you have established a provider relationship, you must obtain permission from the Carrier to 

change providers treating a specific injury. Our office is able to provide you with information on how to 

undertake this step. 

Under certain circumstances, the law allows us to require you to be examined by a physician of our 

choice. You will be notified if we elect to do so. Additionally, certain medical procedures or surgery may 

require you to obtain a second opinion prior to receiving treatment. You will be notified if this is the 

case due to your injury. 

Lost Time 

If your injury requires you to miss any time from your job, please: 

1. Notify your department supervisor immediately,

2. Your department will notify our office by submitting a First Report of Injury and/or

supplemental forms.

3. Ask your physician to provide us with a written summary of your injury and/or condition. This

will allow us to arrange appropriate work upon your return. In addition, it is your responsibility

to provide documentation from you physician authorizing dates you may and may not return

to work. Return to work statements must include any limitations.

4. Time off work will be charged as follows:

Non-Law Enforcement 

The first seven workdays will be docked, or upon your written request, charged to your 

accumulated leave balances less legal deductions, if any. 

On your eighth day out of work, Deep East Texas will start the process to pay you a total 

of 70% of you average weekly compensation as Temporary Income Benefits (TIBS). This 

average will be computed by looking at the 13 weeks prior to your injury. This payment 

will continue until you are: (1) returned to some form of work, (2) reach Maximum 

Medical Improvement (MMI), or (3) have received 105 weeks of such a payment. Once 

TriStar authorizes payment and if you also received payment for those first seven days 



from the County, the County Treasurer's office will contact you for repayment unless 

the Adjuster reimburses the County. 

Once you reach the 8th day, the County will be unable to deduct any portion of your 

insurance benefits or other deductions being withheld (insurance, credit union, child 

support, etc.) from your pay. YOU MUST MAKE ARRANGEMENTS WITH THE HUMAN 

RESOURCES OFFICE TO CONTINUE YOUR HEALTH INSURANCE AND FOR INFORMATION 

REGARDING OTHER DEDUCTIONS. 

Law Enforcement (Line of Duty Injury only) Defined GC Chapter 615.021 

Your base salary less legal deductions in the first seven days will continue uninterrupted 

if you sustain a bona fide on-the-job injury in the course of official law enforcement 

duties. Please remember, your injury must have occurred in the "Line of duty" as 

defined under GC§615.021 and you are in individual listed under GC§615.003. 

On your eighth day out of work, Deep East Texas will start to pay you a total of 70% of 

you average weekly compensation as Temporary Income Benefits (TIBS) and the County 

will pay 30%, less legal deductions. This average will be computed by looking at the 13 

weeks prior to your injury. This payment will continue until you are: (1) returned to 

some form of work, (2) reach Maximum Medical Improvement (MMI), or (3) have 

received 105 weeks of such a payment. Once Athens Administrators  authorizes 

payment and if you also received payment for those first seven days from the County, 

the County Treasurer's office will contact you for repayment unless the Adjuster 

reimburses the County. 

Return to Work 

To return to work, you must provide a written release from you physician. You will not be allowed to 

return without such release. The release to work documentation will detail specific limitations. Injury 

leave may be terminated at any time without prior notice if receipt of evidence that the employee was 

able to work and has not done so. 

Limited Duty 

The county may elect to offer you limited duty, subject to the terms and conditions your physician 

describes. The work may be in your department or in another department. If you are returned to limited 

duty, your pay may be adjusted, depending on the type of work you are assigned. You may only return 

to limited duty for a rationed time period. This may be for a period of no more than 90 days. If you are 

unable to return to full duty at that time, you will be returned to leave of absence and will resume 

Temporary Income Benefits (TIBS). 

It is important to understand that if we offer you limited duty, as defined by your physician, and you fail 

to accept that duty, your TIBS may be terminated. 

Limitation Length and Types of Benefits 





Work Comp Claim Information 
CONTACT YOUR ADJUSTER WITHIN 24 HOURS 

Claim Adjuster: 
Phone:(833) 226-3398 

Adjuster assiQned once claim reported to 
Athens Administrators  

Billing Address: 
Athens Administrators 

PO Box 696 
Concord, CA 94522-0696

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

AspenCompRX Powered by OnePoint Comp+ 

Pharmacy Benefits: Pharmacy Customer Service (866)337-6426 

Employer: 

Victoria County 
115 N Bridge Rm 127 

Victoria, TX 77901 
HR Office Phone: (361) 578-0752 

Fax: (361) 573-3028 
 

Preauthorization 
Injury Management Organization (IMO) 

Information 
Phone: (877)789-0041 

Fax: (877)974-1962 

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 or compensability, either expressed or implied. 





Injured Employee Return to Work Resources 

Injured Employee Checldist 

The following information may help you recover from your injuiy and resume your normal 
activities, including going back to work as soon as possible. 

Give the aH of the following information to your doctor: 

✓ Insurance claim number
✓ DWC claim number
✓ fosurance aqjuster's name and telephone number
✓ Information about your regular job or other work oppoitunities
✓ Y om· employer's name and telephone number

Talk with your doctor: 

✓ Go to all your medical appointments.
✓ Follow yotu· doctor's directions carefully.
✓ Talk to yotu' doctor to see if you can continue to work, even if you have some

restrictions.
✓ Tell your doctor about your job and., if possible, provide a job description to help your

doctor understand your work.
✓ Talk to your doctor to make sure you completely understand what you can and cannot do

while you are recovering.
✓ Comply with the medical restrictions set by your doctor, at home and at work.

The benefits of going back to work: 

✓ By continuing to work during your recovery, you will heal bette1· and faster than if you
!'emain off work for a long period of time.

✓ By continuing to work within your medical restrictions, you are helping yourself recover.
Appropriate work can be part of your medical treatment.

Stay in touch with your employer: 

✓ Keep your employer informed and up to date on your recovery and current abilities.
✓ Work with your employer so that you can return to productive work as soon as medically

possible. Follow all company policies and requirements about workers' compensation
injuries.

✓ Tnllc to your employer about work you could continue to do throughout your recovery.
✓ Help your employer determine what work you can do while you are getting better.
✓ Keep checking with your employer if work within your restrictions is not immediately

available. As you recover, the situation may change.
✓ Notify yom· employer immediately if your work status changes.
✓ Be sure to let your employer know about any concems or problems you have that

a1'e related to your health and job assignments.








