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CIVILIAN PERSONNEL

BULLETIN

UNITED STATES MILITARY ACADEMY

WEST POINT, NEW YORK   10996

21 April 2008
Number  08-14
WEST POINT AFTER HOUR INJURY HOTLINE
1.  Effective 14 April 2008, appropriated fund employees will be able to report on the job injuries to the Civilian Personnel Advisory Center (CPAC) using an after hour injury hotline.  The purpose of the hotline is to report on the job injuries when supervisors or other management officials in the chain of command are not available.  
All employees must be given the following information card pending distribution of printed wallet sized cards:
	WEST POINT DEPARTMENT OF THE ARMY

AFTER HOUR INJURY HOT LINE

If You Become Injured 
How and When To Use the Hot Line

	WHEN
	HOW

	· After hours or weekends

	· Dial: (845) 938-4878


	· When supervisor, acting supervisor or chain of command is not available
	INFORMATION NEEDED:

· Name
· Phone Number
· Supervisor’s name
· Organization
· Date of Injury
· Time of Injury
· When Injury Occurred

	Do Not Use if Supervisor, Acting Supervisor, or the

Chain of Command is available


2.  If an employee becomes injured on-the-job and is unable to reach his/her supervisor or 

designee, the employee should call the USMA AFTER HOUR INJURY HOT LINE at 
(845) 938-4878 and leave a clear message with the information needed (as described above).
3.  The CPAC staff will retrieve phone messages every morning (Monday – Friday) and will report the injury information to the supervisor or designee.  The supervisor or designee will contact the injured employee immediately to get the full details and advise the employee on how to complete the necessary paperwork.  In addition, the supervisor or designee will fill out the proper form needed for the injured employee to give to the physician of choice.  
4.  The Injury after Hours Hot Line provides a method of reporting for employees who have been injured on evening or weekend shifts when their supervisor, acting supervisor or anyone in the chain of command is not available.  Employees working during the Monday-Friday day shift should continue to report injuries to their supervisor.  Employees should also be aware that the hotline should not be used in lieu of calling 911 or the hospital if they require immediate medical attention.  
fillin 
CAROL L. MCQUINN
Human Resource Officer
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