Supervisor Checklist for Injured Civilian Employees


_____ If the employee requires emergency medical treatment, ensure that they receive immediate care. Employees have the option at the Occupational Health Clinic (Dr. Charlot) on-site at Pax or from a duly qualified physician of their choice.


_____ Contact the Injury Compensation Specialist at HRO at 301-342-6867 to notify your local Injury Compensation Program Administrator of your employee’s injury ASAP.


_____ Provide employee with a Medical Referral Form (OPNAV 5100/9) if they elect to be treated at the Occupational Health Clinic, on-site Pax Dispensary.  This form is available on the HR web: http://hro.navair.navy.mil in the benefits section.  Call or have employee contact the Occupational Health Clinic at 301-342-1496 for an appointment/availability of doctor.  Complete and sign dispensary slip.


______ Send employee to Injury Compensation Office, Bldg 1489, Room 242 if the employee elects to be treated by their own physician to obtain CA-16 or CA-20 form, and light duty letter. 


______ Provide a CA-1 form, Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation, to your injured employee. This form is available on the web at http://hro.navair.navy.mil in the benefits section.


______ When completing Form CA-1 check to see that the facts are consistent, obtain witness statements if appropriate.  Complete the form in its entirety. Forward the CA-1 form to the Injury Compensation Office, Bldg 1489, Room 242 within 48 hours after injury occurs, whether or not you feel that the claim should be approved.  If you have specific information, which casts doubt on the claim’s validity, you may challenge it and supply supporting information at a later date.

_______ Employees that are injured may be entitled to Continuation of Pay (COP). COP should be documented on the time and attendance records.  The date of injury needs to be recorded on the time sheet as code LU for at least 1 hour to document the injury occurred. Any additional hours out of the office on injury date are also charged to LU. Additional lost time after the date of injury is recorded on the time sheet as code LT. Contact the Injury Compensation Office at 301-342-6867 for assistance if needed.  


______ The Command has an obligation and commitment under the Federal Employees Compensation Act to accommodate an employee’s medical limitations if the physician indicates that the employee is capable of performing light duty.  Identify light duty positions and provide the Injury Compensation Specialist the documentation to support the assignment.   If you are unable to identify light duty work within your office/shop, try to identify a position within your chain of command.  The Injury Compensation Specialist/Human Resources advisor will assist you with identifying light duty work. Keeping a partially disabled employee in the work place has been known to speed his or her recovery, which benefits the employee and reduces agency costs.  


_____ If the employee is unable to work, maintain communication with the employee during his or her absence from work. This will assist in keeping you aware of their expected return to work status.

