FEDERAL WORKERS’ COMPENSATION - DESK REFERENCE FOR SUPERVISORS
2014

[bookmark: _GoBack]It is the responsibility of the supervisor to ensure that STEPS 1-4 below are followed each time a federal worker claims an on-the-job injury.  Claim forms MUST be completed on the DAY OF or the DAY FOLLOWING the injury (or upon becoming aware of the injury).  If the Department of Labor receives the injury claim form more than 10 days after the date of injury, the claim is considered untimely, and has a negative impact on the injured worker's claim acceptance and coordination of medical treatment.  Regardless of doubt or circumstances, a supervisor should not discourage an injured worker from filing a workers’ compensation claim.  If supervisor has doubt, witness statements or facts that contradict the details of the claim, the supervisor should indicate as such on page two of the claim form and contact HRO POC (indicated below) for additional guidance. 

STEP ONE 

COMPLETE

CA-1:  Claim for Traumatic Injury.  This form is completed when a civilian employee is injured while at work due to a specific action or incident occurring during a single work shift.  Employee completes and signs page one, a witness signs if applicable, and the supervisor completes and signs page two.  NOTE:  If the injury is an emergency, first priority is to transport the injured worker to the closest emergency medical facility. 

OR

CA-2:  Claim for Occupational Illness.  This form is completed when a civilian employee is claiming industrial illness, injury, exposure of elements in the work environment, or symptoms that have developed over a period of time exceeding more than one work shift.  Employee completes and signs page one of the CA-2 and supervisor completes and signs page two.  

AND

HRO Investigate Report:  This is a form that the supervisor prints and completes by hand each time an employee files a CA-1 or CA-2 claim.  The HRO Investigative Report is an extremely helpful internal resource that helps to identify potential hazards for injuries and ways to prevent the same injuries from occurring in the future.  In accordance with Department of Labor (DOL) procedures, it is the agency's responsibility to gather facts of each claim at the onset.  Supervisors will thoroughly investigate the circumstances of each injury, document the facts of the injury on the investigative report, and obtain witness statements whenever applicable.  All supporting documentation such as photographs, diagrams of area (if applicable), witness statements, or any other evidence should be attached to the investigative report. Supervisor completes and signs this form and forwards original to HRO to accompany the CA-1.  HRO forwards a copy of the completed HRO Investigative Report to Base Safety.

Original forms above (CA-1/CA-2) and the HRO Investigative Report are forwarded to HRO via fax, encrypted email or hand-delivery.  Supervisor retains copies of CA-1/CA-2 and HRO Investigative report.  Supervisor provides injured worker with a copy of page 1 of the CA-1/CA-2.  
STEP TWO

Supervisor uses their copy of the (CA-1 or CA-2) to electronically file the claim form on the DCPAS (ICUC) website.

Follow these instructions to file the CA-1 (or CA-2) electronically:

https://dodhrinfo.cpms.osd.mil/Directorates/HROPS/Benefits-and-Worklife/Injury-and-Unemployment-Compensation/Pages/Home1.aspx

If ActiveX controls warning appears, it is likely that supervisor will need to contact MCEN to have the website added to profile as a trusted site.

When the DCPAS (ICUC) website appears, save it as a favorite to file CA-1/CA-2 Notice of Injury claims going forward.

After the website has loaded, click the "File Claims Online" supervisor link provided on the right side of the home page to initiate the electronic filing process.  Click on “No” when asked if you want to deliver only secure content.  Click on “Run” to initiate the ORACLE Script.  Click on “OK” to accept the terms of the website.  Once the blue screen appears, follow the prompts to file the CA-1/CA-2 electronically and click on “Enter Claim”.  Proceed through the steps until all information is transferred.  Once finished, print a copy of the electronic filing for supervisor’s records and click on “submit to ICPA for processing.”

STEP THREE

Once supervisor has filed the claim electronically, please notify HRO by email or phone (below) so that HRO can log in and certify the claim with the Department of Labor.  

STEP FOUR

Communication:  
· If injured worker seeks medical attention as a result of their injury, require injured worker to update supervisor with their medically certified work status in writing before allowing them to return to work.  
· If injured worker is released to light duty, accommodations are available, and HRO needs to be given copies of what the injured worker has provided to supervisor. Do not send an injured worker home without consulting HR.
· Require injured worker to update supervisor with updated limitations in writing each time they receive medical care for their work related injury.  
· If injured worker is released to full duty, forward the work status note to HRO.  
· If the injured worker is taken off work by their doctor, it is extremely important that you forward HRO the off work status note and contact HRO right away for additional guidance on injured worker's eligibility for continuation of pay (COP).  
Point of Contact:  Bev Steffins, Injury Compensation Specialist, HRO, MCAGCC, MAGTFTC                                 760-830-4723 * 760-830-7300 (fax) * beverly.steffins@usmc.mil

