REPORTING ACCIDENTS TO YOUR INSURANCE COMPANY:

FIXED SITE BUSINESSES
by Shirley Caraveo, M.S. Safety
Accidents might be foreseeable but, by their nature, they remain unplanned events. Developing your procedure for accident reporting is your way of preparing for the unplanned, before it happens.  (Injury and Illness Prevention Plan Requirement #5)  Here are some important points.

Enhance Your Profit, By Developing Your Support System Ahead of Time,
to Cut The Ultimate Costs Of Your Claims:

1. Choose your clinic(s), based on doctors that treat your types of injuries and service quality.

2. Learn SCIF’s accident reporting options. Then choose the most effective method for you. 

3. Report injuries immediately.

4. Submit Proper Documentation in a Timely Manner

5. Study your Claims Packet for further guidance on reporting, before you have an accident.
6. Avoid Fines: OSHA Requires that certain types of injuries be reported to them promptly.

Let’s go through these points one by one….

1.   Choose your clinic(s), based on doctors that treat your types of injuries and service quality.

Once an injury occurs; assuring that your employees receive good medical treatment from the start; can save time, money and aggravation. In making the proper selection, we’ve considered:

· Fixed location businesses in this newsletter or

· A Contractor, Delivery company or Provide Services over a Wide Geographical Area, who Maintains a Fixed Location Operation: Office, Yard, Warehouse, ect.
Though the goal is to provide excellent care, by patronizing clinics which house medical specialists who treat your specific types of injuries and provide quality service; the strategy for choosing such medical facilities differ between each of these types of exposures. So how do you go about choosing an appropriate facility?

If you’re a fixed location business or a Company who Maintains a Fixed Location Operation: Office, Yard, Warehouse: Take advantage of your geography to investigate the available clinics in your area. You can find guidance to those clinics within your area, at the SCIF website under MPN’s (Medical Provider Network). Once you’ve chosen your prospective clinic: 
1. Take time to interview one of that clinic’s representatives to determine their professionalism. Make sure that they have the range of specialists that you’re going to need to treat the accidents you have historically suffered. 
2. If your employees are of a particular ethnic group, find out if the medical clinic has a translator on site. After all, your clinic can’t offer appropriate treatment, if they don’t understand your employee’s complaints. 
3. Then take the time to do a walk-through of the premises. If it doesn’t look like the kind of place that you would want to receive treatment, move on. 
4. Finally, follow-up. Interview your injured employees after their treatment, to find out if they were satisfied with their medical treatment and trust that their doctor is addressing their concerns. 
If your employees can trust their medical care, they are more likely to partner with their treater to recover quickly. If they are dissatisfied, they will go elsewhere for treatment and your costs will rise. 
Remember, your choice of medical clinic is your direct statement to that injured employee that you care about him and his injury. If the service is substandard, your employee will feel that your respect for him is substandard.

2. Learn SCIF’s accident reporting options. Choose the most effective method for you. 

These days, SCIF offers you a variety of reporting options: Phone, Electronic and yes, even Paper. You might want to consider the following when choosing your reporting option:

For Fixed Locations or Companies who Maintain a Fixed Location Operation: Office, Yard, Warehouse, you may not need the extent of flexibility offered but might prefer a more organized recordkeeping system:

1. Electronic Reporting on the SCIF website might be the most preferable: www.scif.com
2. Calling the information into SCIF is another preferred option for ease of reporting: (888) 222-3211.
3. And then there is always the option of actually filling out the documentation in writing, for those who may not be as comfortable electronically or by phone.

Once again, the SCIF reporting number is (888) 222-3211. The website address for electronic reporting is www.scif.com. Please consult your insurance packet for claim reporting forms if you choose to report by paper.

Determine the best way to get your injuries reported. Then, if you’re a cell phone user, program the information into your phone so that it’s on hand. If you are depending on a supervisor or lead to report injuries on the field, provide your people with your Insurer’s claim reporting . policy number and other documentation; so that they have it on hand. They should carry in their truck’s glove compartment or tool box containers.  If electronic reporting is your method, create an icon on your computer, linking to www.scif.com, so that you can find it easily to make your report. If you prefer to report by paper, keep your SCIF claims packet in a particular location so that it is easy to find. Then use the forms in your SCIF claims packet to get the process started. 

Reporting Information
Once you’ve chosen your reporting option, know what your insurance reporting information is. This may sound obvious but when employees get injured the situation may become fluid. Your insurance information just isn’t the first thing that comes to mind. So:

· Make sure that you know how to access pertinent insurance information. Here’s a starting list:

a. Your Insurance company: the State Compensation Insurance Fund or SCIF

b. Identify your Policy number

c. Your Company’s Corporate Address

d. Determine the physical address or job site location where the injury/illness occurred and 
e. The contact name of the person at your company, who is assigned to handle injuries. On this point - You may be the point person who reports the injury when it occurs, but if the follow-up needs to be completed by another person, you need to know who that is.
· Where you keep your information:

a. If you work at a fixed location, keep it in a location that can be immediately located. 

b. If you are on a job site or a secondary location; keep the information in your glove box, tool box or other area, where you have immediate access to it. 
When you are responding to an injury, the last thing you want to do is to have to go searching for reporting data. Keep it close and current.
3.  Report injuries immediately.

Once the injury or illness is reported to you, the clock starts ticking. So report your claim to SCIF immediately, accurately and be prepared to provide back-up documentation. 

Injuries need to be reported as soon as possible. In my experience, however; I have found that this phrase can mean anywhere from 5 minutes to several weeks. So let me suggest that you incorporate the following policy instead…

Injuries/Illnesses should be reported, by the end of the shift; on the same day in which they occur or pain is first noticed. 

What I am suggesting by proposing this policy wording, is that you annunciate a company time limit to your employees to report their injuries to you, and for you in turn, to report their injury to SCIF. This type of specific wording removes all doubt about your definition of “immediate” accident/illness reporting.

4.  Submit Proper Documentation in a Timely Manner

Supporting information may include documents such as: 
· Accident Investigation Form, 
· Job Description, 
· Day/Hours worked over the past few months through time cards or other documentation, 
· Pay stubs or payment computer records. 
· Medical Treatment Refusal Form (if the employee refused medical treatment at the time he reported the injury)
Each one of these documents shows the adjuster an addition piece of the picture: how the injury occurred, what the physical requirements of the employee’s job were, how much he worked in the days/months preceding the accident, exactly what his compensation was during that time, and if he chose to delay his own treatment, once you had offered it. This information helps to quantify the value of the claim and identify fraud. It also helps to determine the extent of permanent disability in the future and the amount of payment that needs to be made if the employee is off of work. 
If you delay this information, the adjuster will be forced to work with the documented information at hand, to get employee benefits started. This could cost you money if that information is not as accurate as it should be. So be prepared to provide accurate information as soon as possible, around the time of the initial report to SCIF.
5.  Study your Claims Packet for further guidance on reporting, before you have an accident

Once an injury or illness occurs, it’s to your employee’s benefit to get immediate treatment. It’s to yours, to cut the ultimate costs of the claim. So study your claims packet so that you will work more closely with the SCIF system of operation. That being said, let’s review some basic claims tactics that might help you to navigate the system.

Basic Claims Tactics:
· Once again, report your injury promptly. I can’t stress this too often. Your claims adjuster has only 90 days, by state law, to investigate whether a claim is legitimate or defend whether a claim is questionable. And the clock counting down to that 90 days, starts the moment that the injury/illness is reported to you – not the day you report it to SCIF. The more you squeeze the adjuster’s time by reporting late, the less effectively that adjuster is able to perform for you. So make time work for you – not against you. I discuss Questionable Claims in more detail, below.
· On that first contact with SCIF, state whether you feel the claim is questionable and why. If you can provide at least one objective reason for your suspicions, the claim will be set aside from the start for investigation. That’s why your adjuster needs a full 90 days to investigate. I discuss Questionable Claims more below.
· Find out who your assigned claims adjuster will be and their direct line phone number. If you are calling in your claim, you can find out by just asking. If not, you’ll have to call in once you are assigned a claim number to determine who that is. Then, schedule a call to introduce yourself immediately to discuss your concerns.  

· Finally, in the claims game, the squeaky wheel gets the oil. Schedule periodic contacts just to say hello.  That way, if you should start to question your employee’s treatment, why they continue to be off work, or skyrocketing claims costs; you won’t be a stranger when you call. During your call with the adjuster, make sure that you fully understand what the adjuster is doing and if their strategy is moving your claim forward. If the claim goes legal, get to know your legal team. You have a right to call them.

Questionable Claims

Are you questioning the legitimacy of the claim? And if you are, how do you report your suspicions?

Objective events, which might create a question, come in two forms. The first is at the initial report. Let’s run some scenarios past you: 
a) You are dealing with a poor worker, 
b) They have poor attendance or are consistently tardy,
c) The accident occurred at an odd time, using tools or equipment that your employee has no business using, or in a location where the employee had no business being; 
d) You delivered a warning notice just before the accident/illness

e) You’ve recently had a lay-off; 
F) You are experiencing a bad economy for your industry. 
Do any of these events sound familiar? If they apply to a particular employee, discuss your concerns when you are initially reporting the claim, whether you contact SCIF by call-in or in writing! 
Secondly, legitimate claims can also become questionable after treatment has begun. Look for cases where: 
a) The employee gets an attorney as standard treatment is coming to a close;  
b) The employee doesn’t appear to get better or continues to complain despite standard treatment for their type of injury, 
c) Starts adding body parts; or 
d) The employee starts to self-treat.

Claims That You Question

Report Ergonomic claims when the employee reports pain, discomfort, asks for or shows up with any type of brace. You need to take each one of these as a sign that an injury is being reported. (Ergonomic Standard). 
For claims that re-open, determine whether it involves re-injury of the same body part; or new and further injury. The first needs to address exactly the same body part and no other. In such cases costs might only involve further medical. The second, on the other hand, may involve an expanded injury to the same body parts or even new injury. Aside from further medical, it may include additional disability costs.
There are also a separate classification of claim entitled IBRs (Incurred but not Reported Claims). These are new claims that are reported in a policy year that is different from the one that the injury actually occurred in. Suppose that you have just renewed your Worker’s Compensation policy, with the understanding that you have had a certain number of claims during your previous plan year. When you check your loss runs several months later, you find that there are several new claims on that old plan year. These are claims that have been incurred in your old year but were reported in your new plan year. It affects costs that will be accounted for on that old plan year.

6. Avoid Fines: OSHA Requires that certain types of injuries be reported to them promptly.

Injuries need to be reported to OSHA under the following conditions: 

a. Employees Hospitalized more than 24 hours, other than observation
b. Someone who suffered serious impairment: amputation, loss of eyesight, nerve damage, burn or other serious affliction

c. If 3 or more employee pass out due to one occurrence

d. If there is a fatality

Failure to report will subject you to fines of $5,000.

You are given a grace period of from 8-24 continuous hours to call in your accident report to OSHA. This allows you the time to determine the extent of injury, to see if it complies with these requirements. 
Also, keep in mind that there are special OSHA reporting phone numbers, per each OSHA district. To obtain these phone numbers, start by calling any OSHA district office and ask for the Accident Reporting phone number. They will be happy to provide it to you. Once you call, ask to speak with the Duty Officer, who will take your report.  

If the offices are closed, you can record your message. It records time and date; so you will not be subjected to fines, as long as you comply with the reporting time limit.

Remember to Fill out the Cal/OSHA form 301, Appendix C: Injury and Illness Incident Report. 

The Injury and Illness Incident Report is one of the first forms which you must fill out when a recordable work related injury or illness has occurred. You are required to fill it out within 7 calendar days after you have been notified of a recordable injury or illness and keep it on file throughout that calendar year, then for 5 years thereafter. Because it will contain information covering the employee’s health, the form must be used and stored in a way that protects the employee’s confidentiality.

To Recap:
Containing your claims costs don’t end with reporting to SCIF, it starts there. Organize your operation to include:

1. Prompt Medical Treatment

2. Optional Reporting Methods

3. Immediate contact with SCIF regarding Injuries and Illnesses
4. Accurate Supporting Documentation About the Claim and the Claimant’ Work Record
5. Study how to work most effectively with SCIF and its representatives, on your behalf and

6. Be mindful of OSHA reporting requirements.

The more you’re organized, the better your chances to add to your business profitability by containing your overhead costs.
To obtain more information about Claims Reporting Process go to: 

	S.C.B.A. website:  www.socalbuilders.org. Under Worker’s Compensation Cost Containment: See How to Report Your W.C. Claims. 
State Fund Reporting:  
· Reporting Your SCIF Claim By Phone: (888) 222-3211
· Reporting Your SCIF Claim By Computer: State Fund Website: www.scif.com
· Reporting Your SCIF Claim By Paper: Refer to Your Claims Packet
Cal/OSHA at the Department of Occupational Safety and Health: 

· Injury and Illness Report: www.dir.ca.gov/dosh/DoshReg/ApndxC301Final.pdf
· Call the special OSHA reporting phone number for your area: Subject to change so call one of the Cal/OSHA Compliance Offices for the current phone number



