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(600)–90   Health and Safety Program

90.6   Safety and Health Information Management System (SHIMS)
SHIMS is a Web-based Treasury-wide system that is used to capture data on safety incidents and to electronically file OWCP claims.  A link to the system is maintained on the TIGTA home page.  The Treasury Department requires that all OWCP claims be filed using SHIMS.  However, in the event that SHIMS is not available due to technical problems, employees and supervisors should not delay filing a claim.  Instead, paper forms should be used and sent to WCC in Richmond.  WCC will then put the claim data into SHIMS on TIGTA's behalf.

In addition to reviewing and certifying a claim in SHIMS, supervisors must complete an Injury/Incident Review Report as discussed in section 90.8  below. 

90.6.1   Process for Filing a Claim in SHIMS
If an employee is incapacitated and unable to file a claim on their own, the employee may ask a co-worker (but not the direct supervisor who will be reviewing the claim) to input the claim into SHIMS on their behalf.   SHIMS ask a series of questions that the employee must complete by filling in the relevant fields.  Prior to filing a claim in SHIMS, an employee should have the following information available:

· Any medical reports that substantiate the illness or injury;

· The official address of the location where the illness or injury occurred;

· The date a physician was first visited and the physician's name, address and phone number;

· The names and addresses of any third parties responsible for the illness or injury being reported;

· The names, home addresses and business and work phone numbers of any witnesses and a statement from them as to what occurred.

At the end, the employee will be presented with a summary screen to check all responses and then will be asked to certify the claim.  Once the claim is certified, the employee can no longer make any changes to the claim.  If the claim does contain errors, WCC should be notified once the claim is filed and they can correct the information.  

Once a claim is certified, SHIMS will generate a temporary claim number.  This number, as well as the date of injury and the employee's SSN, can be used to access the claim in SHIMS. The employee will be asked to print three documents:  a claim summary form to sign and date, a receipt of notice of injury to be signed by the supervisor and a witness statement to be signed by any witnesses.  The supervisor must have this documentation in order to review and certify the claim.

The supervisor then accesses SHIMS to create a supervisor report.  In order to access the record, the supervisor must have both the temporary claim number and either the employee SSN or date of injury.  Once this data is input, a screen appears with instructions to the supervisor and a list of required documentation.  Supervisors should ensure that they have received all the required documentation from the employee before continuing input.  Once the supervisor completes input, they will be presented with a data summary screen to review.  The supervisor will then certify and be asked to print a summary form to sign.  Copies should then be made of the signed form and all documentation from the employee and the originals sent to WCC per their instructions. 

90.6.2   Non-Certification, Controversion and Fraud

Before an injury claim is certified in SHIMS, the supervisor is asked to certify that the injury was job related and not due to employee negligence.  The supervisor reviewing the claim should carefully consider all documentation and talk to the employee and any witnesses before making this certification.  A claim will still be forwarded to WCC if the supervisor does not certify this section.  However, it will not be sent to DOL until all facts are known.
In the event that a supervisor certifies a claim but later has evidence that the claim was not job-related or was due to employee negligence, the supervisor should immediately contact WCC to controvert the claim.  A claim should be controverted when the facts reveal that:

(a) The injury occurred off the premises and the employee was not conducting official business.

(b) The injury was caused by the employee's willful misconduct or while under the influence of alcohol or illegal drugs.

(c) The injury was not reported within 30 days following the initial date of injury.

(d) Work stoppage first occurred 90 days or more following the injury.

(e) The injury was reported following termination of employment.

In addition, any suspicion of employee claim fraud should be immediately reported to the TIGTA Office of Investigations.  The supervisor should also inform WCC that potential employee fraud has been referred for investigation.

90.6.3   Timeliness of Claims

The Department of Labor (DOL) has established statutory timeframes for the submission of Worker’s Compensation claims.  In order to allow WCC to meet these timeframes, an employee should submit a claim in SHIMS, the supervisor should certify it and documentation mailed to WCC no later than five workdays after the date of injury or the date that an injury becomes apparent.  If the employee is unable to submit a claim, another employee (not the supervisor reviewing the claim) should be designated to submit a claim on the employee’s behalf.

Failure to timely file a claim results in the employee’s medical bills being rejected by DOL since they have no record of the claim.  This may delay the employee’s return to work while they wait for requests for treatment to be approved.  It also may result in delayed examination by DOL of medical documentation and delay a final decision on the employee’s ability to return to duty.
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