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(600)–90   Health and Safety Program

90.10   Reporting Job-Related Injuries on Time and Attendance Records
90.10.1   Forms

If an employee sustains a traumatic injury and requires immediate medical treatment, the employee should obtain a form CA-16, Authorization for Examination and/or Treatment, from his/her manager.  The form is used only for traumatic injuries and is available through WCC. The CA-16 should be presented to the physician at the initial visit for treatment.  Note:  A CA-16 may only be issued within seven calendar days of a traumatic injury.  No authorization for medical treatment will be issued beyond the seven days after the date of the injury.  

The employee’s supervisor should issue a form CA-16, Authorization for Examination and/or Treatment, to the injured employee within four hours of the request.  In an emergency when there is no time to complete the form, the employer may authorize medical treatment by telephone, and then forward the CA-16 to the medical provider within 48 hours.  The manager should not issue a CA-16 if more than seven calendar days have passed since the date of the injury. The employee has up to three years from the date of injury to file a claim on SHIMS.  However, to be eligible for COP, the employee must file within 30 days after the date of the traumatic injury, and provide medical documents to his/her manager within 10 days after the traumatic injury.
90.10.2   Use of Leave

An employee may elect either continuation of regular pay (COP), annual leave, sick leave or regular LWOP if an injury will result in lost time from work.  Managers must keep track of leave usage.  The number of days of COP is limited to 45 days.  If the employee elects to use personal leave, he/she should be aware of the leave buyback policy and prepare the required forms and leave analysis and forward documents to the manager. If an injured worker requests COP, it must be granted. If the supporting medical documentation is not received within 10 days, the COP should be suspended. If the claim is eventually denied, all COP granted should be reversed to sick, annual, or regular LWOP.
COP cannot be granted without medical documentation and the documentation must be submitted within 10 calendar days of claiming COP.  COP is not granted when:

· The injury is a result of occupational disease/injury (e.g. carpal tunnel, repeated stress or strain);

· The injury occurred off the premises and the employee was not conducting official business; 

· The employee’s period of employment expires or the employee is terminated.  (The period of employment or the termination date must have been established prior to the date of injury.);

· The injury was caused by the employee’s willful misconduct or while under the influence of alcohol or illegal drugs;

· The injury was not reported following established TIGTA/OWCP guidelines within 30 days following the injury;

· The injury was reported following termination.

The employee should file a CA-7, Claim for Compensation on Account of Traumatic Injury, if the employee is totally disabled and the work-related injury absence will exceed the 45-calendar day COP period. There is usually a three-day waiting period between the end of the 45-day COP period and the onset of the worker's compensation.  Continuous medical documentation is required with the CA-7 to substantiate the continuation of workers’ compensation.  Both the employee and supervisor should retain a copy of all injury-related medical documentation and expeditiously forward them to WCC and/or DOL, as requested.  The employee should be charged OWCP/LWOP upon OWCP’s approval of the employee's request for compensation for all injury related absence from work.  The employee will receive compensation directly from OWCP.

A detailed reference chart for injury leaves and related timekeeping codes is contained in Exhibit (600)-90-2.
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