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27 February 2003

MEMORANDUM FOR All Savannah District Employees

SUBJECT:  Guidance on Accident Reporting 

1.  Purpose.  To establish guidance on reporting procedures following a government injury, contractor accident, public injury/fatality or property damage accidents.  The procedures and responsibilities outlined in this memorandum are established to ensure that: (a) accidents are reported promptly so that causes may be identified and corrected to prevent a recurrence and (b) immediate care is provided to employees who are injured and entitlements under the Federal Employees Compensation Act (FECA) are promptly paid.

2.  Applicability.  All USACE Savannah District team members, contractors when performing work for USACE and the public.

3.  Initial notification of ALL ACCIDENTS regardless of the seriousness will be reported by the supervisor to the District Safety and Occupational Health Office (SO), either by email, telephonically (912) 652-5843 or (912) 652-5486 (fax), or in person within 24 hours of the accident’s occurrence.  Information to be conveyed will include: (1) name of injured employee(s), (2) date and time of accident, (3) location of accident, (4) brief description of the accident, (5) description of damage or extent of injury, and (6) caller’s name and phone number.  Notification of SO via these means does not preclude submittal of ENG Form 3394 (Accident/Incident Reporting Form).  Form ENG 3394 may be found on Formflow or from the District Safety Office.    

4. All NON-RECORDABLE accidents or injuries will be reported on ENG Form 3394 dated Mar 99 and submitted to the Safety Office with the required supervisory signatures.  A non-recordable accident is defined as no lost time, no medical expenses incurred, first-aid case only and/or Government property damage of $1,999.99 or less to include fire and motor vehicle accident.

5.  An ENG Form 3394 will be completed on all RECORDABLE accidents or injuries.  Recordable injuries incur lost time and/or medical cost.  Also, the following types of first aid cases are recordable: (1) cases in which no leave or continuation of pay is charged to the employee, no medical expenses incurred but which requires one or more no cost examination or treatment during duty hours excluding the day of the injury or (2) two or more no cost visits for examination or treatment after duty hours excluding the day of the injury.  Accidents are recordable if Government property damage of $2,000 or more results, which includes government motor vehicle and/or fire.  The original ENG Form 3394 will be forwarded through line management channels for completion of signatures IAW instructions on the form, and forwarded within 10 workdays to the District Safety Office.
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6.  A CA-1 Form will be prepared on all injuries by the injured employee (or person acting on his/her behalf) within 48 hours of injury.  Supervisors must ensure all employees are made aware of this requirement.  Injured employees will submit the completed form to his/her supervisor.  The supervisor will complete the CA-1 and submit the paperwork to the Safety and Occupational Health Office no later than 48 hours following receipt of the CA-1 from the injured employee.

7.  When medical treatment is required, a CA-16 (Request for Examination and/or Treatment) which authorizes medical treatment should accompany the injured employee(s) to the doctor.  The immediate supervisor will sign this form.  Issuance of a CA-16 guarantees payment of medical expenses.  Therefore, supervisors should not authorize medical treatment if in doubt as to whether the injury is entitled to coverage under FECA.   If employee(s) is away on TDY, the injured employee may seek medical attention without this form, however, the process of his/her case will be delayed.  This form will be used for initial treatment/examination only and will be submitted to the Safety and Occupational Health Office within 10 working days.

8.  A CA-17 (Duty Status Report) will accompany the employee for each doctor’s visit (initial and subsequent).  The supervisor will complete Part A and the attending physician will complete Part B.  This form will be mailed or faxed to the doctor’s office and should be submitted to the Safety and Occupational Health Office within 2 working days following examination and/or treatment.

9.  Property Damage.  All property damage accidents will follow the above guidance if personal injury occurred simultaneously.  ENG Form 3394 will be the only form required when a property damage accident has occurred with no personal injury.  However, the Property Book Officer, Logistic Management Office must be informed of all Government property damage accidents.

10.  All forms will be properly completed and have all appropriate signatures or the form(s) will not be accepted.  All forms have instructions, and properly completed form(s) speed the processing time.  Measures should be taken to ensure timely receipt of these reports in the Safety and Occupational Health Office.

11.  Further questions may be directed to Ms. Charisse Averett of the District Safety and Occupational Office as 912-652-5651. 
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