St. Louis Public Schools

Workers’ Compensation Procedures


INTRODUCTION

St. Louis Public Schools self-insures its workers’ compensation exposure for employees injured on the job. In order to handle this exposure, the district requires the following:

· Prompt and proper notification of the accident/injury

· Investigation of the accident/injury

· Provision of approved medical care

· Determination of the availability of modified or light duty job opportunity

· Elimination and reduction of losses by enforcement of the district safety programs

The St. Louis Public Schools district has contracted with CCMSI, the third party administrator, to provide claims and loss control services to the district. The district requires the full and complete cooperation of every employee and administrator in reporting, handling and investigating claims. Uniform claims handling procedures have been established and are to be followed by all employees.
I. CLAIMS REPORTING
(a) Time Requirements 

All claim forms should be completed and forwarded immediately, or within 24 hours of the first knowledge of an occurrence of a work-related accident/injury. Failure of the district to file within the state statutory limit of ten (10) days could result in a penalty being assessed, including termination of the district’s self-insured status. All employees should be made aware of the procedures for reporting a work-related accident/injury. 

In the event of a serious injury such as death, amputation, head injury, etc., call the Human Resource office immediately and follow up with the necessary forms later.

Send medical bills, suits, petitions, notices, etc. to:

Steven L. Harmon, Esq.
Staff Attorney
St. Louis Public Schools

801 N. 11th Street

St. Louis, MO 63101

Phone:  (314) 345-2242 ~ Fax:  (314) 244-1808

E-mail: Steven.Harmon@slps.org
(b) All claim forms should be completed and forwarded immediately, or within 24 hours of the first knowledge of an occurrence of a work-related accident/injury. Failure of the district to file within the state statutory limit of ten (10) days could result in a penalty being assessed, including termination of the district’s self-insured status. All employees should be made aware of the procedures for reporting a work-related accident/injury. 
In the event of a serious injury such as death, amputation, head injury, etc., call the Human Resource office immediately and follow up with the necessary forms later.
Send medical bills, suits, petitions, notices, etc. to:
(c) Where to Report
Steven L. Harmon, Esq.

Staff Attorney
St. Louis Public Schools

801 N. 11th Street

St. Louis, MO 63101

Phone:  (314) 345-2242 ~ Fax:  (314) 244-1808

E-mail: Steven.Harmon@slps.org
All claims, suits, injuries or losses are to be reported to the Human Resources Division to the attention of:

Steven L. Harmon, Esq.

Staff Attorney
St. Louis Public Schools

801 N. 11th Street

St. Louis, MO 63101

Phone:  (314) 345-2242 ~ Fax:  (314) 244-1808

E-mail: Steven.Harmon@slps.org
(d) Form to Use
WC1-2 Form - Employee/Supervisor Injury Report and Medical Treatment Authorization Form
This is a district form that has been revised to include both the reporting of the accident/injury and the authorization for initial medical treatment.  It should be completed by the employee and signed by the supervisor on the day the accident/injury occurs and within 24 hours of notification of the occurrence.  The supervisor must sign the form even if he/she did not witness the injury.  The supervisor executed form must be faxed immediately to:

Steven. L. Harmon, Esq.
Human Resource Division

Fax:  (314) 244-1808

The employee shall take the original copy of the completed form to the authorized medical provider, either SSM Work Health or Concentra Medical Center. 

Concentra Midtown and Concentra Westport are open until 8:00 p.m. daily to provide medical attention to injured employees after hours.  Concentra Westport is also open on Saturdays from 8:00 a.m. – 1:00 p.m. to provide medical services.  A list of the approved provider, their locations and office hours is attached.   

· All requested information must be provided and the form must be signed by the site or location administrator.  

· Make copies of the form and retain one copy for your Workers’ Compensation file, in a secured file drawer or secured file on your computer.

II. CLAIMS MANAGEMENT
Introduction
Reporting of claims is only the first part of the procedures required to properly handle claims. The district’s procedures are not complete without a section on claims management. Although CCMSI will ultimately administer and pay the claim, there are other requirements to assure proper management of claims.
It is the policy of the district to pay only those claims for which we are legally obligated, as promptly as possible, after adequate investigation. In order to accomplish this, the following procedures have been established to address the three areas of claims management.
(a) PRE-OCCURRENCE: 
i. Pre-occurrence handling procedures refer to those actions that can be taken before an injury occurs in order to be prepared to handle the claim. Such actions include informing all employees to report all injuries, no matter how minor as well as establishing procedures to investigate and process all reports of accidents/injuries.
ii. Remind employees that they are required to report injuries on the appropriate form, even if they do not wish to seek treatment.   Note: This preserves their rights and it does not count against the schools’ safety incentive dollars.
iii. Files should be maintained on every employee to include:
1. Prior workers’ compensation claims
2. Violations of safety rules
3. Attendance information
iv. The Monthly Safety Report should be reviewed with the staff monthly to take advantage of seasonal safety tips and to inform the staff of safety issues.
v. Employees should be informed of building level and District level safety goals.  Staff should be encouraged to visit the safety website for tips and safety contest opportunities.  
vi. If an employee refuses to go to a pre-selected facility, then the employee may go to the physician of his/her choice but at his/her own expense.
vii. During staff meetings, all employees should be informed about all safety issues, however minor, and report all incidents immediately.
(b) OCCURRENCE: 
Occurrence handling procedures deal with those actions that must be taken once an accident/injury occurs in order to obtain necessary facts and data, avoid additional liability or damage, and ensure that the claimant receives proper treatment.
i. In Emergencies call 911.  Secure the scene.  Use appropriate first aid techniques to assist the injured party until help arrives.  The safety of the employ should take precedent.  The report should be completed as soon as possible after safety of the injured party has been secured.
ii. Non- Emergency injuries - The completed Workers’ Compensation Initial Report of Injury Form must signed by the building level supervisor and the injured party must be faxed immediately to 314-244-1808.  The school should keep a copy for its records and send the original copy with the injured party to an authorized urgent care provider.
iii. Medical Treatment
1. First aid on site
2. Refer to the medical facilities selected by the district. 
iv. Reporting of the Claim
1. The Workers’ Compensation Initial Report of Injury Form may be found on the Human Resources Forms page at the following link:  http://www.slps.org/page/1086
2. Form WC1-2 needs to be completed by the employee and supervisor and forwarded to the Human Resources Division within 24 hours.
3. Collect statements for all witnesses.
a. Inspect the injury site and document any unsafe conditions.
b. Check any onsite cameras which may have recorded the injury.
c. Call Human Resources immediately for claims involving serious injuries.
d. Call Human Resources if there are any questions regarding compensability or other related questions.
4. Never accuse an employee of malingering or faking.
5. Notify the family (when appropriate) and Human Resources of injuries of an emergency nature.
6. Preserve evidence.
(c) INVESTIGATION 


Step One: The accident scene 
The first step in an internal investigation is to examine the scene of the incident and any involved equipment, Warning says. This includes reviewing maintenance records, manufacturer’s or operator’s manuals, pre-start health and safety reviews and any prior regulator visit reports.

Once this initial examination has been completed, the company will be able to determine if it needs to bring in a professional to assist with the investigation. This could be necessary if the cause of the incident does not seem readily apparent and the inclusion of an engineer or forensic investigator, with their technical knowledge, would be able to provide insight, says Warning.

Step Two: The visuals
The next important step in an investigation is to take photographs of the scene. Cell Phone photographs are permissible. In addition to the photographs, it is useful to take as many measurements as possible. These measurements can be used to create diagrams of the scene, which should also include all the people in the area and what they were doing.

Step Three: The witnesses
Following this, it is necessary to speak to any and all witnesses to the incident. This not only means speaking to those who were present at the time of the incident, but also those who may have information that can round out what may have happened. These potential witnesses include those with the same job or role as the injured party, any supervisors or trainers, or those who have relevant health and safety-related knowledge, Warning says. As an added step, getting each witness to sign his or her statement.

Step Four: The review
Warning suggests reviewing a collection of documents in order to round out the investigation. He says it is to a company’s advantage to review the training records of the injured party, as well as those of other workers who perform the same job and other workers who were involved in the incident.
(1) POST-OCCURRENCE: 

(a) Post-occurrence handling procedures address such matters that must be done after the claim has been reported in order to maintain contact with CCMSI, continue the flow of the new or additional information, control costs, as well as obtain updated information concerning the status of the claims.
(b) Once employees return to work from a workers’ compensation injury, employees are required to use accumulated paid leave to receive medical treatment, evaluation or to attend physical rehabilitation during work time. If paid leave has been exhausted and the employee must be absent during work time to receive medical treatment, evaluation or to attend physical rehabilitation in conjunction with a work-related injury or illness, the employee may be granted unpaid leave in extreme circumstances (This should be the exception not the rule.) 
(c) Discuss and document with the employee:
i. Present condition or progress
ii. Return to work date
iii. Work restrictions
iv. Complaints on treatment
(d) Communication with Human Resources Division
i. All of the above information
ii. Return-to-work notification
iii. Any additional claim investigation facts
iv. Any suspicions or concerns
(e) Cooperation with CCMSI
i. Verification or clarification of any submitted information
ii. Any additional claim investigation facts
iii. Any suspicions or concerns
CCMSI Staff – St. Louis Office

Location:



CCMSI, Inc.

133 S. 11th Street

Suite 430

St. Louis, MO 63102

Phone:  (314) 231-4094

Fax:  (314) 231-7041

Account Manager:


Mr. Tom Dressler

Phone:  (314) 418-5515  

E-mail: tdressler@ccmsi.com
Claims Supervisor:


Mr. Chuck St. John
Phone:  (314) 418-5511  

E-mail: cstjohn@ccmsi.com
Lost Time Claims:


Ms. Diane Lewis

Phone:  (314) 418-5537 

E-mail: dlewis@ccmsi.com
MEDICAL CENTER LOCATION INFORMATION

WORKER’S COMPENSATION AUTHORIZED MEDICAL FACILITIES

	SSM WORK HEALTH
	CONCENTRA

	SSM Work Health

2321 B McCausland Ave.

St. Louis, MO 63143

(314)645-WORK (9675)

Fax :( 314) 645-1559

Hours: M-F, 8 a.m. – 5:00 p.m.
	Concentra Midtown

6726 Manchester

St. Louis, MO. 63139

(314) 647-0081
Fax : (314) 647-5485

Hours: M-F, 8 a.m.-8 p.m.

	SSM Work Health #1 

Village Center, Suite A,

Hazelwood, MO  63042

(314) 731-WORK (9675)

Fax:  (314) 731-2522

Hours: M-F, 8 a.m. – 5 p.m.
	Concentra Westport

83 Progress Parkway

Maryland Heights, MO. 63043

(314) 434-8174

Fax: (314) 434-8706

Hours: M-F, 8 a.m.-8 p.m.

	SSM Work Health

300 St. Peters Centre Blvd., Suite 150

St. Peters, MO  63376

(636) 928-WORK (9675)

Fax: (636) 928-9011

Hours: M-F, 8 a.m. – 5 p.m.
	Concentra North Broadway

8340 North Broadway St.

St. Louis, MO. 63147

(385) 385-9563

Fax: (314) 385-9350

Hours: M-F, 8 a.m.-5 p.m.

	
	Concentra Soulard

1617 South Third Street
St. Louis, MO. 63147

(314) 421-2557

Fax: (314) 421-2046

Hours: M-F, 8 a.m.-5 p.m.

	
	Concentra Fenton
128 Matrix Commons Drive

Fenton, MO 63026
(636) 349-6850

Fax: (636) 349-6641

Hours: M-F, 8 a.m.-5 p.m.

	Diane Lewis

CCMSI Work Comp Rep

314-418-5537
	Concentra Airport

463 Lynn Haven Lane

Hazelwood, MO. 63042

(314) 731-0448

Fax: (314) 731-0495

Hours: M-F, 7:30 a.m. – 5 p.m.

	24 HOURS EMERGENCY SERVICE

	Barnes-Jewish Hospital

Emergency and Trauma Center

St. Louis, MO. 63110

400 S. Kingshighway Blvd.

(314) 362-9123
	Saint Louis University Hospital

3635 Vista at Grand

(314) 577-8777
	St. Mary’s Hospital

6420 Clayton Rd.

St. Louis, MO 63117

(314) 768-8360
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