TIMEKEEPING INFO FOR SUPERVISORS

Continuation of Pay (COP) – Only for Traumatic Injury (CA1) claims filed within 30 days of the date of injury and medical documentation is provided within 10 days from the date of claim submission.  Allowed 45 consecutive days (includes weekends and holidays), starting on the first day of medical treatment.  May be used for time doctor indicates employee could not work, doctor appointments, tests or therapy appointments.  Contact NETC HRO Workers’ Compensation Office at 850-452-3111 for more detailed explanation.

Clock date of injury as LU and COP as LT.   The maximum time employee can be clocked Traumatic Injury Leave (LT) is 4 hours for doctor, test or therapy appointments.  Documentation (i.e. dispensary permit, doctor’s notes, and/ or test results) must be submitted each time employee goes to an appointment.  

If appointments are longer than 4 hours, medical documentation is required to verify that employee should not have been at work for time before or after the 4 hour time allotted.  

If applicable, doctor statements must be very specific about days the employee should not work.  

If the employee is not feeling good and chooses to not come into work or goes home during work, a doctor's statement that he could not work because of the injury is required.  If a statement is not provided, then you can clock the employee on annual, sick or regular LWOP.  

If the employee is charged any leave and has documentation from a doctor that he should not have been at work, a correction must be done to change the time to COP.

Provide light duty work.  Keeping a partially disabled employee in the work place tends to speed his or her recovery, which benefits the employee and reduces agency costs.  Light duty work can be any kind of work any place within the activity that does not exceed the employee’s medical limitations.

Maintain contact with employee if unable to work.  Request work restriction documentation every time employee goes to the doctor.

