OWCP Claims Processing Procedures for Supervisors and/or Field Office Managers 

	IF AN EMPLOYEE IS INJURED WHILE IN THE PERFORMANCE OF DUTY AND YOU ARE A MANAGER OR SUPERVISOR OF THAT INJURED EMPLOYEE

	AND…
	THEN YOU MUST…

	The injured employee requires medical treatment for his or her injury and this is their initial visit to the physician.
	Notify the Human Resources, within 4 hours of the injury, and if appropriate, request that they immediately fax Form CA-16 (Authorization for Examination and/or Treatment). Upon receipt, of the faxed Form CA-16, you must complete Part A within four hours of injury notification and give it to the injured employee.

	There is no time to complete a Form CA-16.
	You may authorize medical treatment by telephone and fax the completed form to the medical facility within 48 hours of the call. Retroactive issuance of Form CA-16 is usually not permitted under other circumstances.

	The employee delayed reporting the injury several days after the fact or did not request medical treatment within 24 hours of the injury.
	You may still authorize medical care using Form CA-16. Agency personnel are encouraged to use discretion in issuing authorizations for medical care under such circumstances, but employees should not be penalized for short delays in reporting injuries. If you are unsure about what to do, contact the HR Office

	The employee delayed reporting the injury over a week after the occurrence.
	You may refuse to issue a CA-16 if more than a week has passed since the injury, on the basis that the need for immediate treatment would become apparent in that period of time. If you are unsure about what to do, contact Human Resources.

	WITHIN 24 HOURS OF INJURY NOTIFICATION YOU MUST GIVE THE INJURED EMPLOYEE…

	A blank Form CA-1 (Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation) -OR- Form CA-2 (Notice of Occupational Disease and Claim for Compensation) -  These forms can be downloaded at http://www.usda.gov/da/shmd/owcpforms2.htm.  DO  NOT complete the Supervisor's portion prior to sending it to the employee.  Send the Completed Form CA-1 (after you have completed your portion) directly to the Huron Human Resources Office.

	First complete Side A of Form CA-17 (Duty Status Report), which describes the physical requirements of the employee's job and notes the availability of any light or limited duty work, and give it to the employee. Important: Form CA-17 is used to obtain interim medical reports about the employee's fitness for duty; it may be issued initially with Form CA-16. 

	A blank Form CA-20 (Attending Physician’s Report), which is attached to Form CA-7 (Wage Loss/Permanent Impairment). Important: DO NOT send Form CA-7 at this time. 

	A blank Physical & Occupational Therapy Authorization Request Form located  at: http://www.tandtmanagement.com/OWCP/OWCP.asp under Section F. Download Claim Forms

	A blank General Medical & Surgery Authorization Request Form located at: http://www.tandtmanagement.com/OWCP/OWCP.asp under Section F. Download Claim Forms

	A blank Durable Medical Equipment Authorization Request Form  location at: http://www.tandtmanagement.com/OWCP/OWCP.asp under Section F. Download Claim Forms

	The Leave Buy-Back Memo located at: http://www.tandtmanagement.com/OWCP/OWCP.asp under Section F. Download Claim Forms

	A blank Form OWCP-1500 to Form CA-16 located at: http://www.tandtmanagement.com/OWCP/OWCP.asp under Section F. Download Claim Forms

	For Occupational Diseases only, please issue the appropriate Form CA-35 with Form CA-2.

	WHEN THE INJURED EMPLOYEE NOTIFIES YOU OF AN INJURY, THEN YOU MUST…

	Counsel the employee about the proper processing of the forms and the implications of not adhering to the forms processing and submission requirements.

	Inform the employee of the right to elect Continuation of Regular Pay (COP), annual or sick leave if time loss will occur due to the traumatic injury.

	Advise the employee whether COP will be controverted, and if so, whether pay will be terminated. (Important: The basis for the action must be explained to the employee and the reason for controverting a claim must always be shown on Form CA-1). 


