CITY OF BIDDEFORD

WORKER’S COMPENSATION PROTOCOL/PROCEDURES

The following protocol and procedures will be followed for all work-related injuries/illnesses.

REPORTING:

1. a.
An employee shall report all work related illnesses/injuries to a supervisor on the
 day of the occurrence.  

b. All non-emergency injuries/illnesses needing medical attention shall be reported to WORKWELL, at Southern Maine Medical Center, for evaluation.  If an employee is injured during the hours that WORKWELL is not open, and it is not an emergency, the employee will wait and report to WORKWELL as soon as it opens. If an illness/injury occurs during the hours that WORKWELL is closed, the employee shall report to the emergency room.  

c. If an employee is placed on restricted duty or light duty, it shall be the responsibility of the employee to report to duty with restrictions to the appropriate worker’s compensation representative with their respective department, as soon as physically possible.

d. Please refer to the Light Duty/Return to Work Policy, for those employees who are to report for light duty. 

2. The supervisor shall be responsible for ensuring the appropriate first report of injury is completed, either by completing it him/herself or referring it to the appropriate department worker’s compensation representative (each department head shall decide on how this is to be handled within the individual department).  This form shall only be submitted to City Hall, upon completion**.  An accident/illness form shall be completed by the employee, which may be used by the supervisor or representative to complete the first report.  This form shall be attached to the first report, with a brief description of the injury on the report, as well as a note referring to the attached documentation.  All reports will state whether there was any lost work  time.

3. The department representative shall be responsible for ensuring the following:

a. The first report is filled out completely

b. Any need for light duty is reported to City Hall (weekly)

c. Any lost time is noted, including highlighting this fact to the Benefits Coordinator to ensure that appropriate deductions are made (weekly).

d. Informing employees of how they may choose to receive their worker’s compensation payment (see below).  
4. City Hall shall be responsible for ensuring that all first reports are forwarded to MMA and the Worker’s Compensation Board within the allotted timeframe.  The Benefits Coordinator will be responsible for ensuring that any benefits not charged to the employee through any payroll, shall be deducted according to the reimbursement procedures noted below.


5. It shall be the responsibility of the Human Resources Department to make any necessary arrangements to notify OSHA, when applicable. 
Reimbursement:

Per the Worker’s Compensation laws: Firefighters have no waiting period and shall receive reimbursement from day one. All other employees have a 7-day waiting period.

Due to the timing of the processing of worker’s compensation reimbursement, the City has agreed to allow different types of reimbursement for its employees (see below). 

a. For those employees who are receiving short-term worker’s compensation reimbursement (up to one month)

Unless otherwise stipulated per contractual arrangements, the following shall apply:

Employees may choose to be paid through payroll using accumulated sick time.

For those employees who have accumulated sick time, the employee may receive their regular paycheck, and shall have the appropriate amount of sick time deducted.  Any reimbursement of compensation from MMA, shall be submitted to the City, with that percentage of sick time re-allocated to the employees sick time total.  This method will allow the continuation of weekly deductions for benefits.   

Any employee who has no available sick time, will receive no paycheck from the City and shall only receive compensation from the City’s workers compensation carrier. 

b. For those employees who are receiving long-term worker’s compensation reimbursement (more than one month)

Any employee who will be on long-term worker’s compensation leave, shall be allowed to be paid according to section (a) above, as long as there is available sick time.  At that time where an employee has no more sick time available to utilize, the employee shall receive his/her payments strictly through worker’s compensation.  

At any time when an employee has used all available sick time, benefit deductions (retirement, deferred compensation contributions, health insurance, etc.) shall be paid for by the employee to the Benefits Coordinator, on a pre-paid monthly basis.  All union dues shall be made directly to the union representative.

CITY OF BIDDEFORD

LIGHT DUTY & RETURN TO WORK PROTOCOL

PURPOSE:  To establish a procedure that allows for an employee who suffers a work related injury to return to work and be assigned duties commensurate with their abilities and training, while meeting the requirements of their light duty stipulations. 

POLICY:  Department Heads are encouraged to promote the assignment of an employee who has suffered a work related injury/illness to responsible work commensurate with ability and training. The City recognizes that employees performing light duty work may be, more encouraged to return to their duties sooner than employees who remain entirely away from work. Additionally, light duty assignments may reduce replacement costs for temporary labor or for wages paid at overtime rates. 

TYPES OF LIGHT DUTY: 

Short-term light-duty is light duty work that is performed by an employee for a period that includes any part or all of two (2)  payroll weeks. An employee, who is on short-term light duty, will be paid from the employee’s departmental budget. Light duty that continues beyond the two (2) payroll week period will be paid from the long-term light-duty budget.

Long-term light duty is light duty work performed by an employee beyond the time established for short-term light duty work but for a period not longer than one year from the initial date of injury. If at any time during the one-year period, it becomes known that an employee will remain unable to perform the essential functions of the job for which he was hired, or that the employee has reached maximum medical improvement, the city will determine whether permanent work exists within the city that could be performed by the employee. If a permanent light duty position becomes available at the conclusion of the one-year period, the employee will be offered a transfer to that department, provided that the job is within established work restrictions. At this point the employee will no longer be paid for through the long-term light-duty budget.

BUDGET: 

A line item will be established in the City’s General Administration account that will include a budget for long-term light-duty work for all city departments.
PROCEDURE

A. General Provisions

1. Each department must adopt a light-duty protocol that will outline:

a. the duties that can be completed within the scope of the light-duty policy;

b. the restrictions associated with each of these duties;

c. the hours of day the employee is allowed to work, while still meeting the restrictions;

d. the person who will be responsible for managing the employee;

e. a protocol statement that will adopt a philosophy that each department will work closely with the person who is responsible for worker’s compensation.

Each department will submit a copy of its light duty protocol to the City’s Human Resource Department, along with any updates as changes to the policy are made.

2. Each department will submit a list of light duty assignments that could be performed by employees from other departments. This list will be submitted to the City’s Human Resource Department, and updated as changes are made. The light duty list will be kept with the City’s General Light Duty Protocol.

B. Light Duty Assignment Practice

1.
Each Department will assign light duty work to employees within their respective span of control for up to, and including two (2) complete city payroll weeks. If light duty work is not available within the employee’s own department, the employee shall be referred to the city’s Human Resource Department for duty assignment.  The department heads for the original assignment and light duty assignment will be consulted to determine the appropriateness of the light duty transfer.
Note: The employee will be paid from the employee’s own department, even though assigned to another department.

2.
At the end of two (2) payroll weeks, the employee is considered on long-term light duty, and shall be referred to the Human Resources Department for assignment. All wages from this point forward shall be paid from the city’s administration account, said payments to be approved by the City Manager. 

3.
An employee who is expected to be on long term light duty for more than one full year, commencing from the date of the on duty injury, shall be evaluated for fitness for duty at least thirty (30) days prior to the end of the injury year. If the employee remains unable to perform the essential functions of the job for which he was hired, a consultation with the employee shall be held. The consultation will include the City Manager, Human Resource Director, and the employee’s Department Head. If, after consultation, it is determined that the employee is not able to return to unrestricted duty, the employee shall be assigned to some other permanent duty, if available, that is within the ability of that employee. The reassigned employee shall be paid at the rate of pay established for the position being worked. If no permanent assignment is available, or does not otherwise exist, the employment relationship shall cease to exist. 

C.
RETURN TO WORK 

No employee may return to work, after suffering an occupational injury that resulted in lost time from work unless, or until the employee has been cleared, in writing, for light duty by a licensed practitioner. The light duty authorization must include all work restrictions. 

No employee may return to a formerly held position after suffering an occupational injury that resulted in lost time from work, unless or until a licensed practitioner has cleared the employee, in writing, for unrestricted duty. The Department Head or the Human Resource Director may require that the employee submit to a fitness for duty evaluation prior to being allowed to return to work. All fitness for duty evaluations that are required by the city will be at the expense of the city.

*  At this time all City departments should have representatives who are able to submit these forms directly to MMA, via the internet.  At such time, a printed copy of the report as well as the back-up information will be submitted to CITY HALL.





