ODJFS Proactive Review Quick Reference Guide
	Issue

	ODJFS Designee
	Customer Service Specialist (CSS)

	Data Query shows a possible match

(state unemployment benefits)
	· Reviews data warehouse report.
· Sends e-mail to CSS and copies Team Leader indicating state benefits received.
· Prints Dyna Comm screen and retains in storage with weekly data query reports.
	· Investigates possible overlap of benefits.

· Contacts IW, Employer and/or authorized representative.

· Documents V3 notes with results of investigation.

· CSS & Team Leader will double delete e-mail when investigation is complete.

· Makes compensation adjustment and issues Order as required.

· If Order is appealed, obtain screen print from ODJFS designee.

· Image prints to “Confidential” type.

· Notify field attorney of hearing & issues.

· Contact ODJFS if unemployment benefits continue.

	Data Query shows a possible match

(federal unemployment benefits)
	· Reviews report.

· Sends e-mail to CSS and copies Team Leader indicating federal benefits received.

· Documents actions in V3 notes.
	· Staff with Team Leader on issue of entitlement to TT/LM.

· No compensation adjustment required for federal unemployment benefits.
· After staffing with Team Leader, if there is a conflict with TT payment, refer to IC.


REDISCLOSURE

	SITUATION
	WHAT WE CAN DO
	WHAT WE CAN’T DO

	· BWC receives information from ODJFS Dyna Comm.
	· CSS or designee can verbally disclose to the employer and injured worker that ODJFS information was received.
	· Specific information received from Dyna Comm can not be re-disclosed in e-mail, V3 notes or V3 images.

	· The injured worker or the employer confirms verbally or in writing the information received by Dyna Comm.
	· The ODJFS information can be specifically referenced in V3 notes, V3 images or e-mail and can be re-disclosed at hearing.
	

	· The issue is referred to hearing and no verbal or written confirmation is received.
	· Attorney may review ODJFS information with the Hearing Officer and the other parties at the hearing.
	· Copies of ODJFS information from file will not be re-distributed to the Hearing Officer and parties at the hearing.

	· Hard copies of Dyna Comm screen prints received.
	· Should only be imaged in “Confidential” doc. type, if an appeal is filed.
	· Can not be re-disclosed in e-mail or V3 notes or images.


