TIMEKEEPER QUICK REFERENCE CODING GUIDE
FOR WORKERS' COMPENSATION CLAIMS

Workers Compensation Claim A workers’ compensation claim must be filed before applying the following coding procedures:

Reporting An employee must report their on-the-job injury/ illness via the 24/7 Employee Injury Call Center,
(844) 264-5042. When the employee reports they are seeking medical attention when they contact
the call center, the workers’ comp claim is activated.

Counting the 3-day waiting The waiting period begins with the first day of lost time or wages.

period - If the employee leaves work but returns and completes the work shift without loss of wages,

that day shall not be considered the first day of the three-day waiting period.

e Ifthe employee leaves work but returns and completes the work shift with loss of wages, that
day shall be considered the first day of the three-day waiting period.

« Ifthe employee does not complete the work shift, that day shall be considered the first day
of the three-day waiting period, even if there is no loss of wages.

e Count three consecutive days - weekend days are included in the waiting period.

Example: If the first day of the waiting period is Thursday, the waiting period is Thursday,
Friday, Saturday. If the first day of the waiting period is Friday, the waiting period is Friday,
Saturday, Sunday.

e The waiting period is waived if the medical provider does not allow the employee to perform any
type of work for at least 14 consecutive calendar days or if there is in-patient hospitalization
within the first 14 days of the injury.

= Ifthe employee is released for modified/ lig2Reg@&f8the full amount of time the employee isabsent.

Example: If the employee is out all day (8 hours), report 8 hours for the absence. (Refer to
PAT contract “Absence Due to Injury on Duty” for more information - 17.2.3). This includes
time missed for medical appointments.

All other employees timesheet e During the waiting period, report time as Time Type “1-Absence-Sick.” If the employee does not
coding (including substitutes) have any sick leave benefits then report the waiting period as Time Type “1-Absence-Unpaid.”

« After the waiting period, you will use Time Type “1-Absence-Sick” and you will report 1/3 of the
employee’s absence time.

Example: If the employee works 8 hours a day you will report 2.7 hours (2.7 is 1/3 of 8.0).



