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(600)–90   Health and Safety Program

90.1
Introduction and Authorities

In accordance with Treasury Directive 71-05, it is the responsibility of every Treasury bureau to establish a health and safety program to accomplish the following goals:

· Meet the requirements of section 19 of the Occupational Safety and Health Act of 1970, as amended, Executive Order 12196, as amended, and 29 CFR, part 1960;

· prevent accidental property, business interruption, tort claim, injury and illness losses;

· identify and abate unsafe or hazardous working conditions;

· ensure complete record keeping of Worker's Compensation claims and other safety incidents including timely input into Departmental information systems;

· train all employees, managers, supervisors, and executives in health and safety awareness;

· monitor the effectiveness of the health and safety program.

90.2
Workers'  Compensation Claims
Under an MOU with IRS, TIGTA compensation claims are processed by the IRS Workers' Compensation Center (WCC) in Richmond, Virginia.  WCC maintains a Web site that is accessible from the TIGTA homepage.  This site contains contact information, filing instructions and timeframes for employees and supervisors and downloadable copies of all necessary forms.  Questions on the appropriate forms, documentation, signature requirements and routing should be addressed to WCC.

An Office of Workers' Compensation (OWCP) claim should be filed in the event that:

· An on the job injury has occurred that will cause the employee to miss a full workday after the date of the initial injury;

· The employee is experiencing an illness attributable to the workplace environment or a previously unreported incident;

· The employee or supervisor believes that the injury, although not initially serious enough to cause lost work time, has the potential to cause future lost work time or the need for medical consultation.

90.3   Safety and Health Information Management System (SHIMS)
SHIMS is a Web-based Treasurywide system that is used to capture data on safety incidents and to electronically file OWCP claims.  A link to the system is maintained on the TIGTA home page.  The Treasury Department requires that all OWCP claims be filed using SHIMS.  However, in the event that SHIMS is not available due to technical problems, employees and supervisors should not delay filing a claim.  Instead, paper forms available from the WCC Website should be used and sent to WCC in Richmond.  WCC will then put the claim data into SHIMS on TIGTA's behalf.

In addition to filing a claim in SHIMS, supervisors must complete an Injury/Incident Review Report (refer to Section 90.5)  

90.3.1   Process for Filing a Claim in SHIMS
If an employee is incapacitated and unable to file a claim on their own, the employee may ask a co-worker (but not the direct supervisor who will be reviewing the claim) to input into SHIMS on their behalf.   SHIMS asks a series of questions that the employee must complete by filling in the relevant fields.  Prior to filing a claim in SHIMS, an employee should have the following information available:

· Any medical reports that substantiate the illness or injury;

· The official address of the location where the illness or injury occurred;

· The date a physician was first visited and the physician's name, address and phone number;

· The names and addresses of any third parties responsible for the illness or injury being reported;

· The names, home addresses and business and work phone numbers of any witnesses and a statement from them as to what occurred.

At the end, the employee will be presented with a summary screen to check all responses and then will be asked to certify the claim.  Once the claim is certified, the employee can no longer make any changes to the claim.  If the claim does contain errors, WCC should be notified once the claim is filed and they can correct the information.  

Once a claim is certified, SHIMS will generate a temporary claim number.  This number, as well as the date of injury and the employee's SSN, can be used to access the claim in SHIMS. The employee will be asked to print three documents:  a claim summary form to sign and date, a receipt of notice of injury to be signed by the supervisor and a witness statement to be signed by any witnesses.  The supervisor must have this documentation in order to review and certify the claim.

The supervisor then accesses SHIMS to create a supervisor report.  In order to access the record, the supervisor must have both the temporary claim number and either the employee SSN or date of injury.  Once this data is input, a screen appears with instructions to the supervisor and a list of required documentation.  Supervisors should ensure that they have received all the required documentation from the employee before continuing input.  Once the supervisor completes input, they will be presented with a data summary screen to review.  The supervisor will then certify and be asked to print a summary form to sign.  Copies should then be made of the signed form and all documentation from the employee and the originals sent to WCC per their instructions. 

90.3.2   Timeliness of Claims

The Department of Labor (DOL) has established statutory timeframes for the submission of Worker’s Compensation claims.  In order to allow WCC to meet these timeframes, an employee should submit a claim in SHIMS, the supervisor should certify it and documentation be mailed to WCC no later than five workdays after the date of injury or the date that an injury becomes apparent.  If the employee is unable to submit a claim, another employee (not the supervisor reviewing the claim) should be designated to submit a claim on the employee’s behalf.

Failure to timely file a claim results in the employee’s medical bills being rejected by DOL since they have no record of the claim.  This may delay the employee’s return to work while they wait for requests for treatment to be approved.  It also may result in delayed examination by DOL of medical documentation and delay a final decision on the employee’s ability to return to duty.

90.4   Department of Labor

Once an OWCP claim is received, WCC will review the claim form and all documentation, contact the employee and/or manager to confirm receipt and procure any missing items.  In the event that a paper claim is received, WCC will make the SHIMS input.  Once the claim is complete, WCC will electronically submit the claim to the DOL.  Within 48 hours, DOL will issue a permanent claim number that WCC will input into SHIMS.  This permanent claim number should then be used by the injured employee and the supervisor to identify the claim.  Issuance of a claim number by DOL only means that they have received the claim and created a record.  It does not mean DOL has either accepted or rejected the claim or agreed to assume OWCP costs.  Injured employees and managers should contact WCC to keep apprised of claim status and to receive instructions on additional forms and documentation that may be required by DOL.

90.5   Injury/Incident Review Reports 
An "incident" is either an injury or illness that results in the filing of an OWCP claim or an unsafe work practice or environment that has caused or has the potential to cause illness or injury.  TIGTA has developed an Injury/Incident Review Report, Exhibit (600)-90.1, that must be completed by supervisors once either a claim is filed or an unsafe work practice or environment is observed by or reported to them. 

The purpose of filing the report is to allow TIGTA's Health and Safety Officer (HSO) to determine if a condition exists that needs to be investigated and/or remedied.  In addition, an analysis of the condition may reveal that it is applicable to other TIGTA workplaces.  Therefore, corrective actions and alerts can be applied to other TIGTA offices and help to prevent possible future injuries or illnesses.  Supervisors should complete and send the report no later than 5 workdays after a claim is filed or an unsafe condition is reported to them.

90.6
Health and Safety Officer.
In accordance with Treasury Directive 71-05, the Inspector General is required to appoint an HSO.  The Inspector General is also required to provide sufficient resources to support the Health and Safety Program administered by the HSO.  

The HSO is responsible for:

· Using Treasury safety MIS systems, analyzing claim and incident trends in TIGTA including location, severity, lost time hours, OWCP costs, etc. with the goal of reducing claims and incidents as much as possible;

· Responding to Department requests for data, such as the annual OSHA report;

· Serves as the liaison with the IRS WCC for TIGTA claims;

· collecting and analyzing TIGTA Incident reports and taking remedial action as appropriate;

· implementing proactive measures to improve employee health and safety;

· preparing regular reports to senior TIGTA management with current summary information on fiscal year claims and any trends that need to be addressed;

· serving as TIGTA's representative to Treasury's Health and Safety Council;

· Providing assistance and information to employees and managers regarding the Health and Safety Program;

· reviewing TIGTA claims in SHIMS to ensure data accuracy and the completion of required safety information fields.   

90.7
Responsibilities

Employees:

· immediately reporting all property damage, tort claim, business interruption and injury and illness incidents;

· correcting workplace hazards within their control and bringing others to management’s attention:

· immediately entering any OWCP claim into SHIMS and providing required documentation to the supervisor.

Supervisors:

· attending and completing required safety and health training or activities;

· taking immediate action to correct any workplace health or safety hazards either observed or reported;

· ensuring that employees receive appropriate and necessary health and safety training;

· filing a TIGTA Incident Report within 5 workdays of either an on-the-job injury or an unsafe workplace practice or environment;

· ensuring that employees are not subject to restraint, interference, coercion, discrimination or reprisal for participation in the health and safety program or reporting hazards or incidents;

· ensuring that Workers Compensation Claims are filed, reviewed and certified in SHIMS and required documentation sent to WCC;

· providing employees reasonable official time to participate in the health and safety program or training and to file claims;

· contacting the employee, their physician and WCC on a regular basis to receive updates on the employee’s status and ability to return to work either full- or part-time;

· contacting WCC for advice and instructions on dealing with the current status of a claim and questions regarding leave, compensation and return-to-work issues;

· working with WCC to prepare letters to the employee and with TIGTA’s servicing personnel office to initiate any required personnel actions;

· providing TIGTA’s Office of Counsel with proposed letters and personnel actions for their review and input.  

Executives:
· Reviewing incident and injury analysis reports provided by TIGTA’s HSO; 

· issuing guidance to prevent future injuries;

· ensuring that supervisors and managers timely file and monitor claims;

· working with managers, the Office of Counsel and Management Services to provide, wherever possible, light-duty and part-time offers to injured employees to get them back to work as soon as possible;

· actively supporting safety and health training and improvement initiatives. 
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