County of Frederick

Michael J. Marciano
Director of Human Resources

(540) 665-5668
Fax: (540) 665-5669
Michael.Marciano@fcva.us

TO: Human Resources Committee and Board of Supervisors
FROM: Michael J. Marciano
DATE: March 6, 2020

SUBJECT: HR Committee Agenda

The HR Committee will meet in the First Floor Executive Conference Room at 107 North Kent
Street on Friday, March 13, 2020 at 9:00 a.m.

The agenda for the meeting is as follows:

1. Human Resource Policy — Suggested Informational Improvements
a. Workers’ Compensation Policy

2. Employee of the Month Recognition

a. Employee Nomination

107 North Kent Street, Winchester, VA 22601



The following is the email explanation Michael Marciano provided Chairman Dunn
on why informational improvements are being suggested to the Workers’
Compensation policy. This proposal will be considered at our March 13, 2020 HR
Committee meeting.

Explanation:

In response to your email, we want to make sure that the policy reflects actual practice. If we do
not do so, we run the risk of a department seeking to deviate from a current practice that has
worked well for the organization, with the department’s rationale for deviating being that the
policy does not dictate the practice. We do not need that situation, not when existing practices
have worked well.

It is also helpful to quickly recall the intent behind the suggested edits to Frederick County’s
Workers” Compensation policy. When we first started discussing this policy change in
September 2019, one of the objectives was to clarify the protections afforded under the County’s
Workers” Compensation Policy. The language proposed in the attached PDF was developed in
close consultation with the County’s HR Manager, DelLois Blevins, because she handles the
administration of the Workers’ Compensation benefit. The overarching objective of the drafted
policy is to provide additional information to all employees on how the process will play out
once a person is injured on the job. Frequent questions that DeL ois typically responds to led to
the following enhancements:

e Explaining the time frame in which injuries should be reported in order for them to be
considered timely.

e Clarifying where employees could seek medical treatment. Some employees think they
can be seen by their regular family physician.

e Outlining to employees that the hotline established by the County (currently, The
Company Nurse) takes the place of completing the First Report of Injury. The Company
Nurse will also triage the injury, recommend appropriate care (even self-care) and refer
as appropriate to the panel of physicians. This report is then sent to HR and the Workers’
Compensation carrier.

e Clarifying County expectations of employees:

o How employees who are off work are paid

When FMLA runs concurrently with workers compensation

What to do with documentation after a medical visit

How benefits are impacted

How to obtain drug and alcohol screening

When one can return to light duty work

0 When one can return to work

e Highlighting that the insurance policy has a death benefit (HR just learned of this benefit,

so we’re sure employee were not aware).
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Frederick County’s Workers’ Compensation Policy

Current Workers’ Compensation Policy

Proposed Workers’ Compensation Policy

The County may pay related medical expenses—at no cost to the
employee—for an accident or qualifying illness that occurs as a result of
work. Workers’ compensation coverage is provided for full-time, part-time
and temporary employees. In addition the employee may be entitled to
compensation to help offset the loss of wages while unable to work.
Employees do not share in the cost of workers’ compensation; the County
pays the entire cost.

The County provides a comprehensive Workers’ Compensation insurance program at
no cost to employees. Workers’ Compensation coverage is provided for full-time, part-
time and temporary employees. The program covers any injury, illness or accident
sustained in the course of employment that requires medical, surgical, or hospital
treatment. The insurance also provides a death benefit if an employee dies as a result
of performing job-related responsibilities. Subject to applicable legal requirements, in
addition to covering medical expenses, Workers” Compensation insurance may provide
employees wage benefits equal to two-thirds (2/3) of an employee’s pre-injury
average weekly wage. Insurance wage replacement begins after the injured employee
has been off work for seven calendar days. In addition, the employee will be entitled
to certain compensation to help offset the loss of wages while unable to work.

Any work-related injury or illness must be immediately reported in to the
employee’s supervisor. The Report of Accident or Injury and the Panel of
Physicians must be completed by the supervisor and employee and
forwarded to Risk Management within two days of the accident. These
forms are to be completed even if the employee does not receive medical
treatment (record only). The County’s Workers’ Compensation carrier will
investigate and review all claims submitted for eligibility and
compensability.

Reporting a Workplace Injury and Insurance Provider Network Requirement
Employees who are injured on the job, or who become ill as a result of their job
performance, must report their condition to their supervisor immediately. Employees
may not be covered by Workers’ Compensation insurance if the injury, illness or
accident is not properly reported.

State law allows the County to designate physicians that the employees
must choose from for an examination verifying the extent of the injury or
iliness. If an employee chooses to be treated by a physician other than one
on the County’s panel of physicians, the employee may be responsible for
medical expenses related to that treatment.

In order to be considered for Workers’ Compensation benefits, the employee shall
seek medical attention from a provider within the Panel of Physicians —i.e., a group of
medical providers authorized by the insurer of the County’s Workers’ Compensation
policy. This group of providers is listed on the Frederick County Employee Intranet. In
most cases, except emergency cases or where otherwise approved, the employee may
be responsible for the entire cost of the medical care if the employee receives
treatment from a doctor outside the Panel of Physicians. For more information on the
Panel of Physicians and how to find a participating medical professional or facility,
employees should contact the Human Resources Department. In life-threatening
situations, the employee or co-worker should call 911 and be transported to the
nearest hospital. When the situation is not life threatening, supervisors are responsible
for ensuring that the employee is transported to medical care when appropriate.

The report of accident or injury must be made to the designated hotline established by
the County — who assesses the injury and determines if treatment/evaluation is
necessary. The hotline nurse will recommend self-care and/or will refer to a Panel
Physician/treatment facility when further evaluation/care is necessary. The Company




Nurse files the First Report of Injury with the Workers’ Compensation carrier and with
Frederick County Human Resources. This should be done within 48 hours to avoid any
question as to if the injury/illness is work related. The County’s Workers’
Compensation carrier will investigate and review all claims submitted for eligibility and
compensability. State law allows the County to designate physicians that the
employees must choose from for an examination verifying the extent of the injury or
iliness.

During the first seven calendar days that an employee is absent from work
because of job-related illness or injury, the employee must use accrued
paid leave hours to receive full pay. After the first seven days, employees
receive a percentage of their salary as set by state law. In order for the
employee to receive full salary, the remaining percentage will be covered
by use of the employee’s paid leave. Should the employee not have enough
paid leave to cover the difference between the wage replacement benefit
and full salary amount, leave without pay will be used. Additionally, further
paid leave benefits will not continue to accrue while the employee is out on
workers’ compensation. If the employee is absent more than 21 calendar
days because of an approved job-related illness or injury, the County will
reinstate the leave that was used.

Additional guidelines related to Workers’ Compensation and job-related injuries are:

o If eligible for Family Medical Leave Act (FMLA), the FMLA will run concurrent
with leave for a Workers’ Compensation injury. If the Workers’
Compensation carrier notifies the County and states that the claim has been
denied and is not Workers’ Compensation compensable, the claim will be
converted from Workers’ Compensation to Paid Time Off (PTO), Individual
Disability Account (IDA) leave, Leave Without Pay (LWOP), and/or short-term
disability as applicable.

e  While on Workers’ Compensation leave, injured or ill employees are
required to keep all medical appointments and therapy appointments
ordered by their physician and to provide supervisors all update reports by
physicians regarding duration of leave or return to work in a light duty or
unrestricted capacity.

e All physician and medical treatment facility notes must be forwarded to the
Department of Human Resources. This information will be sent to the
Workers’ Compensation claims adjuster and included in the employee’s
Workers” Compensation injury file.

e Employees on Workers’ Compensation leave will not continue to accrue PTO
leave.

e The County shall continue the employer’s share of Virginia Retirement
System (VRS) Retirement/Life Insurance and health and dental premiums
while the employee is receiving Workers’ Compensation benefits provided
the employee is still receiving pay (in the form of supplemental pay or
personal leave) from the County. If the employee is receiving statutory
Workers’ Compensation benefits only, the employee will be reported to VRS




as being on LWOP. While on LWQOP, the County continues to pay for life
insurance coverage, and the County shall continue the employer’s share of
health and dental coverage if the employee compensates the County for
his/her premium costs.

e Employees who are off work due to on-the-job illness or injury (covered
under the Workers’ Compensation program), who falsify the extent or
severity of injuries will be subjected to disciplinary action, to loss of benefits
and to possible termination and prosecution.

e If a motor vehicle accident occurs while an employee is performing job-
related tasks, a drug and alcohol screen will be required within 24 hours.

e The County believes that it is in the best interest of the County and the
injured employee to return to work as early as possible. When possible, the
County will provide light-duty assignments for a temporary and reasonable
period of time. The County will pay regular wages for hours worked for light-
duty temporary assignments and overtime will not be allowed. The
employee will be paid for the hours that coincide with regular work hours by
using a Workers’ Compensation pay code on their timesheet.

e In most circumstances, employees released to return to work will return to
their former position. In circumstances where business necessity does not
permit a vacancy for a period of time required by an employee to recuperate
from a job-related illness or injury, the position will be filled. When the
injured employee is released to return to work, he/she will be welcome to
apply for any position that is open and comparable with his/her skills and
qualifications.

Compensation While on Workers’ Compensation Leave

During the first seven calendar days that an employee is absent from work because of
job-related illness or injury, the employee must use accrued leave hours to receive full
pay. After the first seven days, an employee receives 2/3 of his/her salary will be
provided by Workers’ Compensation payment. In order for an employee to receive full
salary, the remaining 1/3 of his/her salary will be covered by the use of the employee’s
paid time off. Should the employee not have enough paid leave to cover the difference
between the wage replacement benefit and full salary amount, LWOP will be used. If




the employee is absent more than 21 calendar day because of an approved job-related
illness or injury, the County will reinstate the leave that was used.

When an employee receives wage replacement benefit payments from the
workers’ compensation carrier, the County is notified of the employee’s
payment. This benefit payment amount is then deducted from upcoming
paychecks for the employee. These reductions to the paychecks continue
until all benefit payments are recovered.

When an employee receives wage replacement benefit payments from the Workers’
Compensation carrier, the County is notified of the employee’s payment. This benefit
payment amount is then deducted from upcoming paychecks for the employee. These
reductions to the paychecks continue until all benefit payments are recovered.

Questions regarding workers’ compensation may be directed to Risk
Management.

Questions regarding Workers’ Compensation may be directed to the Department of
Human Resources at 540-665-5668.




County of Frederick
Employee of the Month Received: (HR use)
Nomination Form

Do you know of an employee who

Exhibits EXTRA effort...
Goes ABOVE AND BEYOND the requirements of his or her position...
Provides OUTSTANDING service...

Makes a significant contribution, accomplishment or achievement to the County of Frederick and its
residents.

Criteria for Employee Recognition: Please mark the appropriate contribution(s):

[] Critical Thinking and Problem Solving  [a] Interpersonal Skills [a] Professionalism [ Superior Accomplishment

[a] Customer Service (Exceptional) [] Leadership Qualities [] Project ["] Other

[] Dependability [ ] Monetary Savings Ideas [] Quality

[] Innovation/Creativity [] Performance/Skill Level [] Resourcefulness

[] Integrity [=] Positive Attitude [] Safe Work Practices
Employee Name: Margie Sargent Department: Winchester Regional Airport
Nomination Submitted By: Nick Sabo Department: Winchester Regional Airport
Nominator's Signature: Date: 02/07/2020

Describe the employee's accomplishments/contributions that were ABOVE AND BEYOND the normal duties expected of the
position. Describe how the employee provided exceptional service:

Margie Sargent has been employed by the Winchester Regional Airport Authority for about one year. In this time she has
learned an entirely new industry (aviation), while exemplifying the qualities we look for in an effective Customer Service
Representative (CSR). Margie is a quick study when it comes to determining a customer's needs to deliver a positive
experience at the Winchester Regional Airport; from the student pilot just needing a coffee break to the corporate pilot who
needs help coordinating a catering order for his/her passengers. She makes our flying customers' priorities her own;
namely, safety above all, client satisfaction, and expedient, professional service. Margie has taken it upon herself to learn
more about aviation than the bare minimum. She took a flight out of our airport to explore the local area on her own time,
demonstrating that she understands the more she learns about the industry, the better she can be in her position. She has
provided insightful feedback to management about airport operations. She is courteous and respectful in every customer
interaction, and can be trusted to multi-task and prioritize her duties accordingly to ensure the customer's time is respected.
Bottom line, Margie exceeds the standard when it comes to expectations for job performance in the CSR position.

Specifically describe the actions that meet the criteria of this award. Describe the value added to the department, team or
organization.

Four specific examples:

- The airport received a letter from an appreciative customer who thanked Margie specifically for helping them procure provisions for a trip on short
notice. Margie called vendors on their behalf and coordinated delivery of the items to the airport in time for departure.

- Margie covered a new employee's two weekend shifts (22.5hrs total) on short notice; enabling the employee to attend a child's soccer game that
was scheduled prior to accepting the position. Margie then volunteered to cover a shift for another employee's medical appointment days later. For
a minimally staffed organization, this "team player" attitude is invaluable.

- On a day off, Margie called to relay a message from a co-worker about the need for replacement tires on a fuel truck. Her prompt attention
ensured the tires were changed quickly with no degradation to safety or service.

- Margie shines in interactions with the public. A family with small children visited the airport recently and Margie kept their contact information to
notify them when "big aircraft" were coming. This family also wrote a letter to the airport, stating in part, "Thank you so much for your hospitality.
We had such a wonderful afternoon and learned many new things...I now look forward to flying to Kentucky to visit my grandmother - it doesn't
seem so scary."

The actions described above are precisely the kinds of actions that make Margie a great employee, a valuable member of the airport team, and
deserving of the award of Employee of the Month.
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