WORKERS’ COMPENSATION CHECKLIST

Supervisor Responsibilities

· Refer to FAA Supervisor’s Guide to Workers’ Compensation for more thorough description of responsibilities and procedures.

· Review employee allegations, witness statements, and other circumstances surrounding the alleged injury/illness and consider whether controversion/challenge is appropriate.  If so, gather all relevant information and associate it with the claim form.  

· Complete agency portion of CA-1/CA-2 claim form.

· In traumatic injury cases, authorize medical treatment with form CA-16 as discussed in the Supervisor’s Guide.  Advise employee of right to elect COP if employee is disabled and if one of the nine reasons for controverting COP is not relevant.  If COP is being controverted, advise employee and HRMD Workers’ Compensation Specialist (WCS) and prepare detailed statement for HRMD to transmit to DOL. 

· Immediately bring claim form and all accompanying documentation to HRMD WCS.  If further evidence is being gathered, do not delay bringing the claim form to the HRMD. Document that further information is forthcoming and meet with the WCS immediately. 

· If employee is using COP, ensure medical documentation supporting disability due to the alleged injury is received within 10 workdays of the injury.  If not, terminate COP and advise HRMD WCS.  Ensure that all COP usage is properly tracked on employee’s official timecard.  Response to HRMD inquiry on 40th day of COP. 

· If employee enters a LWOP status, advise employee s/he should complete form CA-7 for wage loss compensation.  Upon receipt from employee, complete agency section of the form and immediately bring to HRMD WCS. 

· While employee remains out of work, initiate contact on a weekly basis.  This contact should be of a non-threatening, information gathering nature.  Inquire as to employee’s progress, medical status, and ability to return to both full and limited duty. Advise employee that you will provide whatever assistance you can to assist in his/her recovery.  If no duty status is received, meet with HRMD WCS to issue CA-17 to physician.  Advise employee that s/he remains an employee of the agency until advised otherwise and is thus expected to abide by all agency rules and regulations.  Indicate that every effort will be made to accommodate the employee if limited duty is required while recovery continues.  

· If medical evidence states that employee is capable of working with restrictions, make every effort to offer the employee a temporary position that meets his work tolerance limitations. If no light duty is available, meet with HRMD WCS to discuss vocation rehabilitation options at DOL. 

· Cooperate with DOL claims examiners, nurse case managers and vocational rehabilitation specialists should they contact you.  Advise HRMD WCS if contact is initiated by DOL or anyone acting on their behalf. 

· Should you have any questions or concerns regarding your employee, arrange to meet with the servicing WCS.

