M E M O R A N D U M

TO:

All Township Employees

FROM:

Robert J. Mitchell, Risk Management

DATE:

January 10, 2011
RE:

Worker’s Compensation Program

-------------------------------------------------------------------------------------------------------------------------------------------

Beginning  January 1, 2011 the Township of South Brunswick began using the Middlesex County Municipal Joint Insurance Fund as our Workers Compensation Carrier. QualCare, Inc.has been administering the program and will work closely with the injured employee from the time of accident until the person recovers. The Township’s Workers Compensation Doctor remains Brunswick Urgent Care, PA ..
Their address is:

QualCare, Inc.
P. O. Box 309
Piscataway, NJ  08855-0309
Telephone #:  1-800-425-3222
          Fax #:  1-732-970-0909
If  Brunswick urgent care is unavailable and this is not an emergency, the Supervisor shall contact QualCare, Inc. to direct the employee to the appropriate QualCare provider for medical treatment.
To restate the procedure when a South Brunswick Employee gets injured on the job with a non-emergency injury:

A.  NON EMERGENCY

1. Injured employee notifies the supervisor of the injury immediately. 

2. Supervisor must find out the type of injury, where the injury occurred and when the injury occurred.

3. Before the employee goes to Brunswick Urgent Care, PA or Hospital, the supervisor completes Employers Authorization for Treatment form and sends with employee. Supervisor also notifies Qualcare by telephone.
4. Send employee to the doctor or hospital.

5. Supervisor notifies Brunswick Urgent Care, PA that the employee is on the way.

6. The supervisor with the employee, if available, fills out the accident report and Employers First Report forms and sends it to Risk Management.

7.  Brunswick Urgent Care’s phone number is 732-422-4889 and the doctor’s office hours are as follows:

Monday thru Saturday: 9:00 am -  9:00 p.m.

Sunday:                        9:00 am -  5:00 p.m. 

Brunswick Urgent Care’s address is:
3185 Rt 27





Kendall Park, NJ  08824
Brunswick Urgent Care’s phone number is 732-422-4889.

B. EMERGENCY:

1. In case of an emergency injury which requires immediate attention, the employee should be sent to the nearest hospital or call an ambulance.

2.  A phone call to QualCare, Inc.  should be made in emergency situations to alert the staff.  The Supervisor should provide Qualcare  with the employee’s name, type of injury, hospital employee was sent and the name of the ambulance service used.

3. As soon as possible the Supervisor will complete the Accident Report and the Employers First Report forms. The accident report and the employers first report forms are then faxed to MCMJIF.

C. GENERAL INFORMATION:

1.  QualCare, Inc. will follow up with the employee and the treating facility.

** In cases where the employee will be losing time, QualCare, Inc. will contact the supervisor.

2. QualCare, Inc. must authorize all treatments and diagnostic tests. Employees shall not schedule their own doctor’s appointments. The treating physician will do this. If an employee feels that there is a need for additional treatment they should contact QualCare, Inc. to discuss the situation with the claims adjuster. QualCare, Inc. will schedule additional treatment if needed.

NOTE:  

1) In emergency situations, an Authorization for Treatment form is not needed.
2) If an injury results in a fatality or in patient hospitalizations of 3 or more employees, the Supervisor shall report orally and in writing within eight hours of the occurrence to the Department of Labor.  The oral report shall be made to the Departments 24-hour hotline at 1-800-624-1644 and the Employer’s First Report of accidental injury shall be faxed to the Office of Public Employees Safety at 1-609-292-3749.

3.  QualCare, Inc. will send acknowledgment letters with the claim number to the Township of South Brunswick weekly.

4.  QualCare, Inc. will notify the supervisor on all restricted duty possibilities and on return to work dates. QualCare, Inc. will call on the day of the return to work to verify. It is the employee’s responsibility to provide all Doctor’s notes regarding time off and their potential return to work to their supervisor upon receipt following a Doctor’s visit. If a supervisor has any questions they should call QualCare, Inc. and speak with the claims adjuster. 

5.  The original employee and supervisor’s report, and the employer’s first report of accidental or occupational illness must be sent to Risk Management within 48 hours.
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