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1. Purpose. The purpose of this document is to set forth the procedure for applying for workers' 
compensation for injuries sustained during job-related activities as an employee of Eastern New Mexico 
University-Roswell (ENMU-Roswell). 

2. Policy. The following are ENMU-Roswell policies: 

A. Section 52-1-29, NMSA 1978 Comp. requires an employee claiming to be entitled to compensation to 
give notice in writing to ENMU-Roswell within 15 days after the employee knew, or should have known, of 
the injury. Such notice is not required where the employee's supervisor had actual knowledge of the 
injury. 
B. To ensure that no employee loses workers' compensation benefits to which that employee may be 
entitled; it is the responsibility of all supervisors, directors and department heads to see that all injuries 
are reported immediately, and that a written report is filed within 15 days. 

The foregoing purpose and policies are implemented by the following: 

Procedures 

3. Where to Report. All workers' compensation claims at ENMU-Roswell shall be initiated at the office of 
the Loss Control Coordinator. 

4. When to Report. A written report must be made following any work-related incident in which an 
employee may have been injured, even if the employee does not believe at the time that he or she 
requires medical care. If the injury requires immediate or emergency treatment, such medical attention 
must be the first priority. The claim must be filed as soon as possible after such treatment is obtained. 

5. Responsibility of Supervisor. The employee or the employee's supervisor at some level must make 
the report. It is the responsibility of the supervisor to see that a report is filed. 

6. How to Report. A report shall be made as follows: 

A. A completed "Notice of Accident" form must be filed with the Loss Control Coordinator Office. 

B. In the event of an injury, the priority must be to ensure that the injured employee receives immediate 
needed medical attention. 

C. Ensure that the injured employee provides the necessary information for completing a New Mexico 
Workers Compensation Administration "Employers First Report of Injury or Illness." Those forms are 
available at the office of the Loss Control Coordinator. 



D. Provide the office of the Loss Control Coordinator with any follow-up information that is pertinent to the 
claim. 

7. Benefits. If the above procedures are followed, the Loss Control Coordinator will prepare and send to 
the Risk Management Division, General Services Department, State of New Mexico (Risk Management 
Division) all documents required to ensure that the injured employee will get whatever medical treatment 
and other benefits he/she is entitled to as an employee of ENMU-Roswell. The general nature of the 
benefits available is: 

A. Payment for necessary medical treatment; and 

B. Compensation for loss of salary during time the employee is unable to work due to the injury. Such 
compensation will be based upon a statutory schedule of benefits, may have time limits, and will probably 
not be equal to the salary paid to the employee by ENMU-Roswell. 

8. Determination of Benefits. The Risk Management Division makes all determinations of benefits and 
pays all benefits. ENMU-Roswell does not make such determination. 

9. Adjudication. If an employee claimant is dissatisfied with a benefit determination made by the Risk 
Management Division, the claimant may proceed to have the claim adjudicated as provided by New 
Mexico law. At that point, the claimant and ENMU-Roswell will be adversaries in the adjudication 
proceeding, and ENMU-Roswell will no longer be able to provide assistance of any kind to the employee 
regarding his/her claim. 

 


