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PROTOCOLS FOR REMOTE WORK (SCWC) 

Hearings:   

 As of 3/21/20, live (in-person) Commission hearings are postponed until May 1st, 2020.   
 Jurisdictional commissioner will manage dockets in best manner possible using Court 

Call, telephone, and other electronic methods (format of hearing will be determined by 
commissioner on case-by-case basis; hearings on motions and other pleadings will be 
conducted by telephone).   

 Parties wanting to reschedule or postpone a hearing must contact the jurisdictional 
commissioner’s office.  The Commission will readdress this policy on May 1st, 2020.  

 Meaning, attorney teams need to be attentive to their calendars and be in communication 
with Commissioner/Opposing Counsel about how they should go forward (if at all).  
 

The latest info about WC postponements will be posted here: https://mgclaw.com/covid-19-
multi-state-workers-compensation-update/  

Mediations and Depositions:  

 All are going forward as scheduled at this time. 
 Paralegals/Legal Assistants, if you learn of an external party having an issue with a 

mediation or deposition going forward, please consult with attorney on the file, so that 
they can communicate with parties and make a decision about whether or not to proceed. 
 

If a Hearing is postponed due to COVID-19, please do the following:  

1. First, do NOT delete appearance in ProLaw. Instead, mark it “Continued – COVID”. 
2. Next, add the EVENT POSTPONED PER COVID 19 docket.  The docket has a task for 

the Legal Assistant to follow up on hearing being rescheduled due to COVID19.  Using 
this docket also allows the Legal Assistant to search their task lists for hearings 
postponed due to COVID19.  The deadline for this follow up task is 30 days.   
 

SCWC Docs that Must Be Mailed: 

 Letter to Opposing re: Clincher or Form 16A (if includes sett. check) 
 Motion Submission to WCC (if WCC won’t allow e-mail/fax) 
 Letter to WCC re: filing Form 21 (filing check) 
 Letter to WCC re: filing Form 30 (filing check) 
 Letter to WCC re: filing Form 51 (if WCC won’t allow e-mail/fax) 
 Letter to WCC re: filing Form 53 (if WCC won’t allow e-mail/fax) 
 Letter to WCC re: filing Clincher/Form 16A (filing check) 
 Driving Record and Accident Report Requests to SCDMV 
 Background Requests to SLED 

SCWC Docs That Require a Fresh Ink Signature (no e-signatures): 

 If there are clinchers that need attorney signatures, they should be routed to one of the 
attorneys who is in the office, so that they don’t sit around for days. 

 
 
 
 
 

https://mgclaw.com/covid-19-multi-state-workers-compensation-update/
https://mgclaw.com/covid-19-multi-state-workers-compensation-update/
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Incoming Mail, Physical Files, and Filing:  
 

 The mail will be scanned in daily by essential personnel. The list of files with Incoming 
Mail will be communicated to your team’s legal assistants for processing. 

 Settlement checks will be held by the following essential personnel (there will be a 
“HOLD” folder at this person’s desk): 
 

- Charleston: Caroline Marcengill 
- Columbia: Sharon O’Quinn 
- Florence: Emily McInville 
- Greenville: Rebeccah Brissey 
- Myrtle Beach: Jean Fries 
 

 Until further notice, you can hold off on creating new physical files and printing 
documents for filing. Two things that will help you manage this going forward: 

 
1. If you usually make the physical file for your team, instead make a case 
note that says “NO PHYSICAL FILE” and date it sometime in the future, like the 
year 2050, so it stays at the top of your notes. Also go to the Custom Tab in that 
matter and check the box that indicates no physical file: 
 

 
 
2. Everyone working in the matter: If you would usually print a document, or 
request that it be printed for the file, add a note (example: “print later”) to that 
document’s note section so that it can be located and printed later. You’ll be able 
to use the search field to find those documents. Example: 
 

 
 
 

Help with Processing Outgoing Mail and Printing If You Are Working Remotely: 
 
OUTGOING MAIL:  If you can process outgoing documents by e-mail, instead of regular mail, 
during this time, please try and do so (so long as your attorney approves). Limiting mail as much 
as possible is greatly appreciated.  We do realize that there may be instances where you cannot 
email a document, and we totally understand that. If something absolutely has to be mailed, then: 

- Email the documents and envelope to your office’s Reproduction Request box.  You must 
have the letterhead inserted on both the letter and envelope before you send it.  Include 
the Matter ID in your email.  
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PRINTING DOCUMENTS:  Please email your office’s Reproduction Request inbox with 
detailed instructions on: 

- Matter ID 
- What needs printing 
- Who the printed documents should go to 

o Does someone need to sign it and it be scanned back to you 
o Does it need to go out in the mail  

- The attached Reproduction Request can be used for printing instructions. 
 
Each office has each own Reproduction Request box, so make sure you send to the correct box.  
  

 
 
 

TIPS FOR REMOTE WORK 
 

Discuss the tips below and see what works best for your team. Don’t hesitate to discuss needed 
changes with your teammates, office manager and/ or practice management specialist to make 
your remote team a success!  
 

Communicate Deliberately (Communication is KEY to success!)    
 

Regular call(s) - Would the team benefit from a morning call – attorney, paralegal and/or 
legal assistant? Length: 30 minutes? What needs doing today?  If there’s an after lunch call: 
what’s been done, what will and won’t get done before the end of the day?   Note: most 
attorneys have a SoundPath account for telephone conferences.  The toll-free number and 
passcode can be found on each attorney’s profile in the MGC Connect directory.  These 
conferences do not have to be scheduled – just coordinate with your team and call in.  The 
passcode is the attorney’s direct dial.    Example: this is Trippett Boineau’s SouthPath 
information: 

 

 
   Document your ProLaw file – Use case notes, save emails and label them correctly, 

note statuses in your tasks, mark tasks complete, make detailed notes in appearances. 
Communicate regarding your documentation methods and be consistent. The more you note 
consistently, the less questions others will have to ask you.  

 

Be Responsive – Remember, you’re not in the same office. Your quick response will 
help move your cases forward.   

 

When You’re Not Working – Attorneys: be sure to note non-case appointments on your 
Outlook calendar so staff will know your availability. Staff members: If you’re taking PTO, 
follow the instructions in the employee handbook and if you’re going to be out for an extended 
time, coming in late or leaving early, note this on your calendar and invite your attorney(s). Also 
set your out-of-office and email your remote and local office managers to let them know.  
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Ensure Productivity  
 
Outlook Tasks- All litigation and worker’s comp professionals get ProLaw tasks from 

dockets. Can the other types of tasks (the emails and calls) be conveyed through or converted to 
a ProLaw task? This will create a centralized location for tasks assigned and can be a place to 
note status as well. (If you create or dictate a manual task, don’t forget to indicate a due date or 
the task will be due that same day)  

 

Plan ahead  - At or near the end of the day: what didn’t get done today, what’s on 
tomorrow’s task list and the calendar ahead? What should be discussed in tomorrow’s 
call(s). Make a list.  

 

Save your questions – If you have scheduled calls/meetings, can you save your 
questions for the next call or meeting? Same thing with new to-do’s: can they be covered in the 
next scheduled call? Or can a task be made?  This will ensure everyone has time to accomplish 
the work already outlined.  

 

Follow Up - If you don’t have regular calls, consider sending periodic emails that list 
outstanding work to be completed on several files (instead of a series of emails). This would 
include work that needs to be reviewed, finalized, signed, etc.   

 
 Ensure Coverage - If you’re going to be out-of-office, ensure there is coverage for your 

position. Staff: who’s handling your tasks?  Attorney: who can answer questions, make 
decisions, and finalize documents in your absence?    

 
 

CLIENT CONFIDENTIALITY 
 

Please review the following reminder concerning client confidentiality and consult with 
your branch office manager or team leader if you have any questions.  
 

Information pertaining to the firm’s representation of clients is to be kept in the highest 
confidence at all times and should not be discussed with anyone outside the firm. Extreme care 
and discretion should be exercised at all times regarding confidential client information. This 
includes not leaving client information lying in plain view for third parties to see and not 
discussing client information where third parties may overhear it. It is inappropriate to discuss 
the firm’s representation of clients with anyone outside the firm. Paper shredders at the local 
MGC office should be used to shred documents containing confidential information. Violations 
of this policy may result in disciplinary action, up to and including termination of 
employment.     
 

Extra precaution should be exercised when taking confidential information out of the office. 
Never leave files, folders, notebooks and/or devices that contain confidential information 
unattended when traveling or working outside of the office.             

 


