  COMPENSATION/CLAIMS UNIT LEAD
	Group:
	FINANCE /ADMINISTATION SECTION-General Staff

	Reports to:
	Finance/Administration Section Chief

	

	Duties:
· Collect all compensation claims. 
· Responsible for recording, filing, and tracking compensation claims.
· Meet routinely with the Finance/Administration Section Chief for status reports, and relay important information to Unit members.
· Inform the Finance/Administration Section Chief of all claims as they are reported.
· Ensure that records required by insurers, government and other agencies for loss recovery are accurately compiled, maintained, and available.
· Obtain statements as quickly as possible from all claimants.
· Receive, investigate and document claims issued by employees and non-employees.
· Determine if volunteers are eligible for any compensation. 
· Ensure Unit members comply with safety policies and procedures.
· Maintain communications with Safety Officer.
· Ensure volunteer personnel are being appropriately registered.
· Document important actions and decisions in Finance/Administration Section Activity Log.
Start-of-Shift Responsibilities:
· Check in/Sign in
· Obtain DOC badge and display at all times.
· Report to current Finance/Administration Section Chief to receive training and briefing.
· Attend briefings and meetings as directed by Finance/Administrative Section Chief.
· [bookmark: _GoBack]Determine accidents or injuries to date.
· Brief Compensation/Claims Unit members on current situation, incident objectives, and strategy; outline Unit action plan; and designate time for next briefing.
· Determine status of investigations.
· It is recommended a Compensation/Claims Unit pass-along-book be used to forward pertinent information from shift to shift not recorded in the Finance/Administrative Section Activity Log.
End-of-Shift Responsibilities:
· When the Finance/Administration Section Chief informs you that you have completed your shift and the replacement Compensation/Claims Unit Lead has arrived, brief the Compensation/Claims Unit Lead and answer any questions. 
· Review any applicable reports, documents, Finance/Administrative Activity Log, and pass-along-book with your replacement. 
· Prepare a summary of all claims reported and brief oncoming Incident Commander and Finance/Administrative Section Chief.
· Compile final claims report(s) and submit to Finance/Administration Section Chief.
· Plan for the possibility of extended deployment.
· Return all gear including badges, vests and radios, extra batteries should be put on their chargers. 
· Turn in DOC Badge.
· Check out/Sign out



