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FOREWORD

The Office of Worker's Compensation Programs (OWCP) of the
Department of Labor is responsible for administering the Federal
Employees' Compensation Act (FECA). OWCP has the exclusive
authority to decide the validity of any claim presented under
FECA. The benefits provided by FECA are the sole remedy against
the United States for employment-related injury or death.

This handbook has been developed for you, the first-line
supervisor of Fort Sill Federal civilian employees. It is
designed to promote a better understanding of the supervisor's
role and responsibilities in the management and control of the
on-the-job injury compensation program for civilian employees.
The material in this handbook is based on law, established
Government regulations, and USAFACFS Regulation 690-15.

As a supervisor, you are required to provide direct support to
any injured employee, the installation FECA Program
Administrator, and OWCP. This pamphlet outlines the things you
are required to do in this capacity and makes it easier for you
to do them. It provides the general instructions you should
follow in reporting injuries, evaluating claims of injury, and
processing the basic forms that you, as a supervisor, are
obligated to control. How you apply these instructions will
ultimately determine their effectiven~ss in providing an
economically-managed program that affdrds injured employees
timely medical treatment, appropriate accommodation should they
return to work, and due process of their claims for compensation

It is not anticipated that this handbook will cure all. It will
not reduce on-the-job injuries or compensation costs to zero, but
it can be an effective management tool for the supervisor. "I
Guarantee It."
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CHAPTER 1

GENERAL

I-I. PURPOSE. This handbook promotes a better understanding of the
supervisor's role in management and control of the Command's job-related injury
compensation program. It assists the first-line supervisors of civilian
employees in carrying out his/her responsibilities in the total management of
the Fort Sill FECA Program.

1-2. FECA MANAGEMENT RESOURCES. Fort Sill employee supervisors are responsible
for management and control of the job-related injuries compensation program in
the activities under their supervision. Injury prevention, safety training,

explaining benefits, counseling, making accommodation for recovered/recovering
employees, processing claims for compensation, and claims controversion are all

supervisor responsibilities. This handbook and other specialized resources are
available to assist supervisors in performing these tasks. Specialized
resources include:

a. The Directorate of Civilian Personnel (DCP) Staff. DCP has four

organizational units to assist the supervisor in solving problems associated
with this program. These units are: (1) the Recruitment and Placement Branch
assists the supervisor in placing employees who have recovered or remain
partially disabled with mandatory restoration or priority placement rights; (2)
the Retirement and Insurance Section, staffed with the FECA Program

Administrator, FECA clerk, and Retirement and Insurance specialist provides
extensive support to supervisors in claims processing, tracking injury cases,

counseling employees, coordination of rehabilitation programs, and assistance in
preparing written notification of job offers and light or limited duty that is
available; (3) the Management Employee Relations Branch provides technical
assistance in preparing written notification of adverse actions resulting from
medical unfitness for duty or misconduct under the provisions of FECA; (4) the
Training and Development Branch arranges training of supervisors in the overall
administration of the FECA Program, Occupational Health, and Safety. Satellite
Education Program (SEP) courses and workshops are arranged as need becomes
apparent and they are made available.

b. The Fort Sill Office of Occupational Health Staff. The Office of
Occupational Health provides assistance in the prevention of both traumatic
injuries and occupational diseases through workplace monitoring and testing,
fitting of protective clothing and equipment, and periodic physical
examinations.

c. The Artillery Branch Safety Office Staff. The Artillery Branch Safety
Office is prepared to provide assistance in correcting unsafe conditions in the

workplace, training of activity safety officers, establishment of hazard
abatement programs, and publicity of accidents and analyses of their causes.

d. Activity Safety Officers. Organizations are required to appoint safety
officers, ensure their training. and support them in the performance of their
duties. An activity safety officer should be a key source of support for the
first-line supervisor in the prevention of on-the-job injuries and occupational
disease. Their primary duties include advising and assisting in the

development. organization. and administration of the installation accident

prevention program.

e. Department of the Army Regulations and Policies. Department of the Army

directives are designed to establish overall policies for implementation and
e.xecution of accident prevention and workers' compensation programs throughout
the Army.

f. USAFACFS regulations, pamphlets, safety bulletins, and other command
publications are designed for local implementation, adaptation, and execution of
the Army Accident Prevention Program, the FECA Program, and the Command's
current policies.
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g. The Fort Sill civilian employee is one of the best sources of assistance
in accident prevention. Frequently, he/she will "see" an accident before it
happens. Communication between supervisors and employees can lead to a sound
and effective hazard abatement program and a significant reduction in on-the-job

injuries.

h. Reynolds Army Community Hospital (RACH) serves as the Installation's
primary medical treatment facility (MTF). It provides initial examination and
evaluation of employees with on-the-job traumatic injuries. The hospital
emergency room offers treatment for employees injured on the job and provides

services to initially stabilize injured employees who have elected a private
physician for treatment.

CHAPTER 2

ADMINISTRATION

2-1. GENERAL. This chapter is devoted to the actual administrative support of
the FECA Program at the installation level. As a supervisor, your
responsibilities are numerous. Extensive attention to detail is a crucial
element in the successful accomplishment of the tasks required of you.

In the following sections, what
explained in detailed instructio
installation policies and proced
of great help in improving your
FECA Program.

Each action in this process is a milestone that has to be reached to guarantee
due process for the injured employee and effect successful management of the
program. Adherence to regulatory time frames in all actions described in this
section is critical in expediting due process, preventing pay interruption, and
ultimately reducing program costs.
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