NOTICE

 

 Attached please find an updated version of the Web Reporting Guide. 
 

One key area that changed following our training relates to the selection of a Location Code. During training, we advised to choose a location code based on the “home base” for the injured worker regardless of the assignment at the time of the accident. This information was incorrect; the actual location code is based on the employee’s assignment at the time of the injury. For example, if a career fire fighter is based out of Bethesda Station 6 (Location Code 7025-6) however on the day of the accident, was working at the Silver Spring Vol. Fire Station 4 (Location Code 7075-04); the supervisor should select 7075-04 for Station 4. 
 

We are pleased to see Web Reporting being used to report losses. However, after reviewing a few reports, we noticed a need to reemphasize the required information for a couple of categories. The errors being made are minimal however because the data is incomplete the claims investigative process is delayed. 
 

Specific activity the employee was engaged in when the accident or illness exposure occurred: Describe the specific activity the employee was engaged in when the accident or illness exposure occurred, such as sanding ceiling woodwork in preparation for painting. (eg. Cutting metal plate for flooring)
 

Work process the employee was engaged in when accident or illness exposure occurred: Describe the work process the employee was engaged in when the accident or illness exposure occurred, such as building maintenance. Enter “NA” for not applicable if employee was not engaged in a work process (eg. Walking along a hallway). 
 

How injury or illness/abnormal health condition occurred. Describe the sequence of events and include any objects or substances that directly injured the employee or made the employee ill: (worker stepped back to inspect work and slipped on some scrap metal. As worker fell, worker brushed against the hot metal.) Describe how the injury or illness/abnormal health condition occurred. Include the sequence of events and name any objects or substance that directly injured the employee or made the employee ill. For example: worker stepped to the edge of the scaffolding to inspect work, lost balance and fell six feet to the floor. The worker’s right wrist was broken in the fall. 
 

 

