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GENERAL INJURY LEAVE REPORTING POLICY
Many complex scenarios surround the reporting of injuries.  However, below are general guidelines for reporting injury time.  Managers and timekeepers can obtain more specific information from the Bureau of Public Debt (BPD) time and leave staff.  

	Days of Injury
	Leave
	Comments

	Date of Injury
	· Administrative Leave for examination/and or emergency treatment on the day of the incident.


	If the claim is later denied, the timekeeper should convert the affected timecard from administrative leave to annual leave, sick leave or LWOP as requested by the employee.

Remarks to Payroll block should be notated to indicate what administrative leave was used for.

	During the COP eligibility period (awaiting a decision from OWCP)


	The employee may choose to use the following types of leave:

· OWCP Injury Leave– Paid by the employing agency;

· Annual Leave (annual leave in lieu of COP);
· Sick Leave (sick leave in lieu of COP); or 

· Regular LWOP.


	Annual leave and sick leave indicate that the employee has elected to use his/her personal leave for a traumatic injury instead of COP. 
Remarks to Payroll block should be notated to reflect the number of hours of annual, sick or LWOP being used in lieu of COP.

	After the COP eligibility period ends (still awaiting a decision from OWCP)
	The employee may choose to use the following types of leave:

· Annual Leave;

· Sick Leave; or
· Regular LWOP 

	The manager should prepare a personnel action indicating employee is in a LWOP status due to a work-related injury.

Remarks to Payroll block should be notated to reflect the number of hours of annual, sick or LWOP that is being used in lieu of COP. 

	Injury claim is approved by OWCP
	· LWOP - OWCP makes compensation payments directly to the employee.
	The manager should prepare a personnel action indicating employee is in LWOP status due to a work-related injury.

After COP period is exhausted—

If sick leave or annual leave was used in lieu of COP, the OWCP coordinator sends a leave buy-back request to Department of Labor (DOL).  Once approved by DOL, a check is sent to the OWCP Coordinator who establishes the leave buy-back bill at the National Finance Center (NFC).   The DOL check is applied to the bill and the employee pays the remaining balance.  Once the bill is paid in full, the OWCP Coordinator will notify the Pay and Leave Staff who will adjust the employee’s balances.

	Injury claim is denied by OWCP
	The employee must repay OWCP Injury Leave to TIGTA and use the following types of leave:

· Annual Leave;

· Sick Leave; or 

· Regular LWOP

	Timekeeper will adjust timecards for the period when OWCP Injury leave was used and replace with annual leave, sick leave or LWOP.  If regular LWOP is used, a bill will be automatically generated by the National Finance Center (NFC).  


The manager should sign and approve each time card and work with the employee and timekeeper in tracking the use of injury leave (OWCP). 
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