Catholic Charities Incident Report Entry Guide

· To report an injury, you will use this link that will take you to the Catholic Charities First Report of Injury Form: Catholic Charities WC Claim Entry Form

[bookmark: _GoBack]
· You will be directed to this page, and you will click on Submit a Workers’ Compensation Claim – Catholic Charities Employees Only button.
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· On the reporting page, complete all known fields on the Incident Report. Required fields are notes with a red asterisk. Reminder: It is best practice to enter as much information as possible, even if it is not required.
· Further details for several of the required fields:
· Department – Please select the applicable department and only select Other when there isn’t an appropriate option available
· Incident Description field – Please include details on the incident but please refrain from using the injured employees name when describing the incident. You could instead refer to them as the “IE” for “Injured Employee”.
· Reference Guide for icons displayed on claim entry screen
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· Once completed, click the Save Changes button. 
· When the claim has been submitted you will be directed to a screen where you can retrieve the claim number.
· To upload any relevant files, click Upload File. 
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· Once the claim is submitted, it will be sent to Catholic Charities HR department for review and final submission. Once it is approved by Catholic Charities HR, a SISCO Supervisor will assign the claim to the appropriate adjuster for review. 
For questions regarding the completion of the Incident Report, please contact Catholic Charities Human Resources.
For technical questions or issues with this process, please email SISCO Support at: sisco.support@rcmd.com.
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Upload any relevant files

18 You can upload any relevant documents and files for the claims you submitted in this page. Please o so below before clicking on the I'm done button.

#1 Winter, Jessica (89373076) # Upload File

Nofiles uploaded.

I'm Done or click here to log out
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Log Out and Exi

Welcome to the Catholic Charities Workers' Compensation Claims Reporting Site.
DO NOT use for Archdiocese of Baltimore employee claims. DO NOT use for Jenkins Memorial Nursing Home, Inc. St Elizabeth Rehabilitation and Nursing Center employees. For these claims, click your back button and select the appropriate link.
This website is for reporting Workers' Compensation claims only.

Please enter as much information as possible about the Incident in the provided fields.

Upon completion, your form will be submitted to the Catholic Charities HR department for review and final submission to our Third Party Administrator, SISCO. SISCO will assign a professional Claims Adjuster. A claim number and confirmation of the submission will be provided for your
records.

Select this link to visit the Archdiocese of Baltimore's Risk Management site.  htps:/www.archbalt org/office-of-risk-management/
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Reference Guide: On the New
Claim page you will see icons
next to many of the fields. Use
this guide to understand what
each icon means

Denotes a required field

Date Field — Calendar Picker Icon. Select
this icon to view a calendar to select the
appropriate date

Look up Icon — Click on this icon to open
a list of available options for the field.

‘Save Changes

The Save Changes button will always
appear at the top right corner of your
screen on the new claim page. This
button will submit the claim to SISCO.

The cancel link (next to the save button)
will cancel your new claim entry.





