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WASHINGTON
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	WORKERS’

COMPENSATION

PROGRAM


DATE:
January 13, 2012
TO:
Workers’ Compensation Designated Contacts

RE:
Update of:  



Master Files Questionnaire



OSHA Form 300A, 



Sick Leave Policies for Department of Labor & Industries (L&I), 



Business Address/Location Additions & Changes and; 



Policy for Independent Contractors Determination/2010 Trust Memo*


Method of Reporting of Worker Hours 
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PO Box 19557 Seattle, WA  98109 Phone:  206.285.3955 Fax:  206.577.1909  

TIME SENSITIVE

DATE:
January 13, 2012
TO:
Workers’ Compensation Designated Contacts
FROM:
Beverly Simmons, Executive Director, Workers’ Compensation Programs
RE:
Update of:  


Master Files    Questionnaire


OSHA Form 300A, 


Sick Leave Policies for Department of Labor & Industries (L&I), 


Location Changes, and 


Policy for Independent Contractors Determination 



Trust Memo from 8/6/2010 re: Worker Hour Reporting & Independent Contractors


Method for Reporting of Worker Hours 
For our workers’ compensation program compliance with the Department of Labor & Industries (L&I), we must update our master files for each member hospital annually.  Therefore, we need each member to complete the attached questionnaire and return it along with the completed OSHA 300A form, a copy of your sick leave policy, a copy of your independent contract hiring- policy and your method of reporting worker hours to us no later than February 24, 2012.  We provide additional information below to assist you:
PLEASE COMPLETE &/or RETURN THE FOLLOWING SIX (6) DOCUMENTS: 

1. QUESTIONNAIRE for 2012 (Attached); 

2. COPY OF YOUR COMPLETED OSHA FORM 300A for 2011 (Signed by a hospital executive/ CEO);
3. COPY OF YOUR SICK LEAVE POLICY; 
4. LIST OF ALL YOUR BUSINESS LOCATIONS; such as clinics, address changes, etc.
5. COPY OF YOUR POLICY FOR HIRING INDEPENDENT CONTRACTORS AND/OR PERSONAL SERVICE LABOR CONTRACTORS;

6. METHOD OF REPORTING OF WORKER HOURS FOR BOTH-

A) Hourly Employees & B) Salaried Employees
PLEASE: E-MAIL/FAX/MAIL TO ATTENTION OF:

Julie Stowitschek, Program Assistant
WASHINGTON HOSPITALS WORKERS’ COMPENSATION PROGRAMS
P.O. BOX 19557

SEATTLE, WA  98109


OR
FAX:   206-577-1932
OR
E-MAIL:   julies@wsha.org
Additional Information
DESIGNATED CLAIMS CONTACTS

On the attached questionnaire, we ask you to complete the name of the Designated Contact and Alternate Contact for three different areas:  Workers’ Compensation Claims Contact, Accounting/CFO/Payroll Contact, and Safety Coordinator Contact.  To assist you in determining whose name should be listed as the contact in each area, we have attached the general duties description for each of the areas for the self-insured requirements.  This information is taken from the Workers’ Compensation Training Manual, Tab 2, Pages 1-3.

2011 OSHA FORM 300A – Summary of Work Related Injuries and Illnesses
The OSHA Form 300A should be ready to post at your hospital in an area visible to employees by February 1, 2012, and should remain posted through April 30, 2012.  We are requesting that a copy (signed by a hospital executive) of this posted log be forwarded to us. This form will assist us in compliance requirements and also help in statistical information for benchmarking.
The link to this document is http://www.osha.gov/recordkeeping/new-osha300form1-1-04.pdf or e-mail Julie Stowitschek at:  JulieS@wsha.org.
SICK LEAVE POLICY for L&I
Also attached is a copy of WAC 296-15-221.  A requirement of being self-insured for workers’ compensation is that a current sick leave policy must be on file with L&I annually.  In WAC 296-51-221 (1) (b), the employer is required to provide a statement of how that employer applies sick leave, health, and welfare benefits in conjunction with workers’ compensation benefits.
If you intend to make changes to your policy in the future, please send your current policy as it is now and indicate on the attached form when the new policy is expected to be completed.  It is important that you are timely in sending us a copy of your policy so that we can forward copies of all policies to the L&I for program compliance for this year.
LOCATION OF MEMBERS

WAC 296-15-221 (2)(b)(iii) also indicates anytime a hospital or hospital district member adds or closes a location such as a clinic of some type, they must note the change by advising us in writing and we will notify L&I.  This must be within 30 days of the change.  To insure we have the correct information on all employer sites, please submit a list of all clinics or other business locations where employees work besides the hospital. Even if you have had no changes within the last year, please complete and submit this list for our records. 
INDEPENDENT CONTRACTOR OR PERSONAL SERVICES LABOR CONTRACTS
Each year we send our members a memo with the results from the audited financials of both trusts by the company of Anderson Zurmuehlen (AZ). An update was sent to the members on the result of the 2010 audit. The results concluded that some members still need to develop a policy regarding hiring practices for independent contractors and/or personal services labor contracts as well as some who have policies are not closely following them. Please review the attached August 6, 2010 Memo for more information. 
As they have done in the past, the financial auditors from Anderson Zurmuehlen will be selecting another third of the membership to audit this year for worker hour reporting and review of the hospital’s independent contractor or personal services labor contract policy.  Having a policy and a designated individual who is responsible for this area will provide a smoother process for this portion of the audit.  Determination of which members will be audited is not yet finalized.
REPORTING OF WORKER HOURS
The financial auditors, Anderson Zurmuehlen (AZ) will be selecting hospitals to review how those members report worker hours.  It is important to accurately report worker house so that we have the correct information and that we can bill appropriately for your contribution rate.  The auditors will be checking on reporting of both hourly employees and salaried employees.  We ask that you complete the attached reporting sheet so that we can review the process that is used by the hospital and that we can share this with the auditors.  If you over report worker hours, you may be paying too high a contribution rate, if you under report worker hours, then you may be underpaying the contribution rate and will be billed additionally.  Also, the Department of Labor & Industries reviews reporting of worker hours and incorrect reporting may result in penalties.  To review correct reporting of worker hours, view the information in the Healthcare Employee Safety Program Manual on page 3.2.
Again, please complete and return the requested six documents no later than February 24th, 2012! ~Thank you.
JULIE STOWITSCHEK, PROGRAM ASSISTANT

WASHINGTON HOSPITAL WORKERS’ COMPENSATION PROGRAM
P.O. BOX: 19557

SEATTLE, WA  98109


OR
FAX:  206-577-1932
OR
E-MAIL:  julies@wsha.org
We thank you for taking the time to update our files.  If you have any questions, please feel free to contact us at 206-285-3955.
Attachments:

a. Questionnaire for 2012 (Contact Information)
b. Claims, Safety, and Accounting Contacts General Duties Description

c. OSHA Log 300A  (blank)
d. Form for you to list all of your existing  business locations/addresses 
e. WAC 296-15-221 (1) & (2)
f. Trust Memo from 8/6/2010 re: Worker Hour Reporting & Independent Contractors
g. Form for your method of reporting of worker hours (hourly/salaried)
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