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Chapter 1: Policy Data Overview 

 
 

What Constitutes a Full Policy? 
• Header Record—Contains policy level information 
• Name and Address Records—When linked properly, NCCI sends as employer records to POC states 
• State Premium Records—State coverage and premium data elements 
• Exposure Records—Classification codes and statistical codes with corresponding Exposure Amounts 
• Endorsement Records—Federal coverage, deductibles, experience rating change information, etc. 
 

Chapter 2: Premium and Exposure Reporting 
Policy Premium and State Premium Reporting 
Header Record  
• Policy Estimated Standard Premium Total—the total of all state standard premiums reported for the 

full policy transaction 
State Premium Record 
• Estimated State Standard Premium Total—the total of each state’s standard premium 
• Must equal (when there is one State Premium Record) or sum (when there are multiple State 

Premium Records) to the Policy Estimated Standard Premium Total* 
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*To avoid Data Grade 4 Edit 0253-03: If the Policy Estimated Standard Premium Total does not match, 
either report additional state premium records or modify your total policy premium accordingly (when 
necessary). 

Exercise—Policy Premium and State Premium  
Five states are covered on the policy: 

State Estimated State Standard Premium Amount 

Florida $5,000 

Georgia $6,000 

Connecticut $10,000 

New Hampshire $4,000 

 

Policy Estimated Standard Premium Total is calculated by adding up all state standard premium reported 
on every State Premium Record. What would the total be?     $25,000 

State Premium Reporting 

 
For more details, refer to NCCI’s Policy and Proof of Coverage Reporting Guidebook and the WCIO 
Workers Compensation Policy Reporting Specifications (WCPOLS). 
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Experience Modification and Merit Rating 

 
Experience Modification/Merit Rating Status Codes 

• Final Experience Modification 
• Experience Modification Not Final (Preliminary)  
• No Experience Modification or Merit Rating 
• Merit Rating Factor 
 
If a factor is populated in the Experience Modification/Merit Rating Factor field, then a Status Code is 
required. NCCI’s Data Grade 3 Edit #0073-02 will recognize when merit rating statistical codes are 
reported and if the merit rating status is not reported. This is a default edit. 

 
Other required State Premium Record fields include: 

• Expense Constant Amount 
• Loss Constant Amount 
• Premium Discount Amount 
 
Expense Constant Amount and Loss Constant Amount both work the same. There is only one value each 
to be reported per policy. They must be reported for the state with the highest value of these fields 
when there are multiple states covered on the policy. If the values are the same for all states, then the 
value would be reported on the State Premium record with the largest Estimated State Standard 
Premium.  
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Data Grade 9 Edit 0072-02 will fire if the Expense Constant Amount is reported on more than one State 
Premium Record on a policy. And a new edit is planned to reject the policy if the Loss Constant Amount 
is reported on more than one State Premium Record on a policy. 
 
The Premium Discount Amount works a little differently for a multistate policy. If there are multiple 
states on the policy, report the proportionate share of the discount amount on each State Premium 
Record. 
 
Data Grade 8 Edit 0165-02 will fire if the Premium Discount Amount is greater than Total Estimated 
State Standard Premium. 
 

Exposure Reporting 
Exposure Record—every State Premium Record reported must have at least one corresponding 
Exposure Record. 
 
Classification Codes are reported with: 

• Estimated Exposure Amount 
• Manual/Charged Rate 
• Estimated Premium Amount 

 
When one or more of these elements are missing or blank and the others are populated with values 
then Data Grade 6 Edit #0037-12 will occur. 

 
When and if statistical codes are reported, no Manual/Charged Rate would apply. 
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Chapter 3: Multiple Policy Changes
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Multiple CRN transactions can be submitted and processed for the same Transaction Issue Date:  

• The Cancellation/Reinstatement Transaction Sequence Number on the Cancellation/Reinstatement 
Record—Record Type Code 08 is used to correctly sequence 

• If the Cancellation/Reinstatement Transaction Sequence Number is the same on multiple records, 
the records will be rejected 
 

Changes can be made to cancelled policies if the Policy Change Effective Date is equal to or prior to the 
Cancellation Effective Date.  

If the Policy Change Effective Date is after the Cancellation Effective Date, then the policy must be 
reinstated to process the change. Once the reinstatement is processed, the policy can be changed and 
then subsequently cancelled again. 
 

Exercise—Changing a Cancelled Policy 
Will this work? 

 
No, it will be rejected. When we make a change to a cancelled policy, the Policy Change Effective Date 
needs to be PRIOR TO or EQUAL TO the cancellation effective date (e.g., 1/1/2025–2/1/2025) for the 
data to be accepted. 
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Chapter 4: Mid-Term Policy Changes 

 
Mid-term changes to a classification exposure and its premium may be necessary due to changes in the 
manual rate, such as from a law only filing or a change to the nature of business for the policyholder.  

For policies with a split exposure period: 

• Submit a full policy replacement transaction with the prorated exposure and prorated premium 
amount for each exposure period  

• Report separate exposure records with the prorated amounts represented by their corresponding 
Exposure Period Effective Date  

• Report the mid-term date of change in the Policy Change Effective Date field 
 

Exercise—Mid-Term Class Code Exposure Changes 
Fill in the blank: 
What would be the reported Policy Change Effective Date on the changed exposure record? 
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Making mid-term changes to the Premium Discount, the Expense Constant Amount, the Loss Constant 
Amount, the Experience Modification Factor, or Merit Rating Factor all work the same.  

NCCI does not allow multiple state premium records for the same state, so you would need to send in a 
full policy replacement showing the full value of the current Premium Discount, Loss Constant Amount 
or the Expense Constant Amount, on the applicable State Premium Record.  
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Note: Only one Expense Constant Amount and only one Loss Constant Amount applies to the policy; and 
when there are multiple states on a policy, the Expense Constant Amount or the Loss Constant Amount 
must be reported on the State Premium Record of the state with the highest expense constant.  

Note: If there are multiple states covered on the policy, report the proportionate share of the Premium 
Discount Amount on each State Premium Record. 

If you are making changes to the Experience Rating Factor or the Merit Rating Factor, then you would 
report a full policy replacement with the latest factor on the applicable State Premium Record. 

Also, the date of the mid-term changes would be reported in the Policy Change Effective Date field. 
 

Exercise—Mid-Term Experience Modification Factor Change 

 
For our example, the Policy Effective Date is January 1, 2024. It is a single-state policy for Florida, so we 
report 09 for Florida on the State Premium Record.  The Experience Modification at policy inception was 
.85. But on July 1, 2024, the Mod was changed to .75, so adjustments need to be made to the Premium 
at that time. Because the Mod factor decreased, the amount of premium would decrease as well. It 
changed from 245 to 200. The expense constant remains the same, so we report the 200 on the 
replacement policy.  
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Chapter 5: Extended-Term Policy Reporting 
Extended-Term Policies 

 

 

Extended-Term Policies—Option 1 

 
 
When reporting with Option 1, NCCI’s system will use the Policy Period Endorsement to set the 
expectations for Unit Statistical reporting. Basic Manual rules, classifications, and rates are applied to 
individual units of 12 months each as if a separate policy had been issued for each unit. If the Policy 
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Period Endorsement is not reported, Data Grade 9 Edit #0158-03 will be issued rejecting the full policy 
transaction. 

 
 
In our example above, we describe how to report an extended-term policy that is two years and five 
months long with Option 1. We report:  

• A New policy with a policy transaction code of 01 or a Renewal policy with the policy transaction 
code 02  
o If a Renewal is reported, then Prior Policy Number is required 

• Policy Term Code of 8 for Other 
• Policy Effective Date for our example is 1/1/2023 and the policy expiration date will be 6/1/2025 
• Policy Period Endorsement (Record Type Code 13) with the Endorsement Number of WC000405 

o First period effective date will be 1/1/2023 and policy expiration date will be 1/1/2024 
o Second period effective date will be 1/1/2024 and the expiration date will be 1/1/2025 
o Third period will reflect the shortened term of 1/1/2025 until 6/1/2025 
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• If using Option 1 for reporting Extended-Term Policy Data, and the need to cancel arises, you only 

need to report one Cancellation/Reinstatement transaction.  
• To explain, we have a policy from 1/1/2023–6/1/2025 (covering a period of two years and five 

months) and we need to cancel effective 3/1/2024. In this example, we have reported this extended 
term with Option 1—one single policy transaction.  

• The first period of the extended term is from 1/1/2023–1/1/2024, so this full period will not need a 
cancellation because the cancellation effective date is 1/1/2024.  

• However, the second term, from 1/1/2024–1/1/2025, does require a pro-rata type cancellation to 
be reported with the cancel effective date of 3/1/24. When this cancellation Is reported, NCCI’s 
system will update the third term from 1/1/2025–6/1/2025 to show that is also cancelled flat and 
will update the unit expectations.  
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Extended-Term Policies—Option 2 
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If we use Option 2 for reporting Extended-Term Policy Data, then we have reported multiple policy 
transactions. That means when and if a cancellation is necessary, depending on the Cancellation 
Effective Date, we may need to report multiple Cancellation/Reinstatement transactions to cover the 
whole extended term. 

In this example, we have reported three policy transactions for a policy from 1/1/2023–6/1/2025 and 
we need to cancel effective 3/1/2024.  

The first policy reported was for 1/1/2023–1/1/2024, so this full period will not need a cancellation 
because the cancellation effective date is 3/1/2024.  

However, the second term, from 1/1/2024–1/1/2025, does require a pro-rata type cancellation because 
the effective date is 3/1/24. And then the third policy would need a flat cancellation to be reported to 
cancel the full term. Each of these cancellations will update the specific policy term in NCCI’s system. 
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Chapter 6: “If Any” Policy Reporting 
• Single-state minimum premium policy on an “If Any” basis 
• Multistate policy with a state on an “If Any” basis 
• Classification code on an “If Any” basis 

 
State Premium Record Reporting for a Single-State Minimum Premium Policy on an “If Any” Basis 
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State Premium Record Reporting for a Multistate Policy With a State on an “If Any” Basis 

 
 
Exposure Record Reporting for Single-State Minimum Premium Policy on an “if Any” Basis or a 
Multistate Policy With a State on an “If Any” Basis  

 
A policy must have at least one classification code for NCCI to derive the governing class code for POC 
purposes. You will encounter an edit for no valid nonstatistical exposure records, which may cause POC 
compliance issues. 
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Please remember that Statistical Code 1111 for No Exposure is not allowed to be reported in Policy 
Data. 
 

Classification Code on an “If Any” Basis 
When your policy has exposure, but one or more class codes are on an “If Any” basis, then the reporting 
rules are the same as noted above.  

 
 

Chapter 7: Deductible Programs 
A deductible program is an optional feature of a policy. The insured agrees to pay or is responsible for a 
portion of the loss up to a stated threshold amount. 

When a claim occurs: 

• The insurer pays the entire loss 
• Then the insured reimburses the insurer up to the deductible amount 

 
Deductible programs and amounts will vary by state. They are either filed by NCCI, which are outlined in 
NCCI’s Basic Manual, or independently filed by the insurer.  

Insureds may opt for deductible programs to receive a premium credit or opt for a program that reduces 
the losses in the calculation of experience rating. 
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Chapter 8: Reporting Deductible Data in Policy Data 
When a policy has a deductible, you must report a Deductible Endorsement Record–Record Type 43 for 
each state on the policy. 

Report the endorsement number in either the Endorsement Number field or the Carrier Version 
Identifier field.  

• If reporting the Endorsement Number field, you would report either: 
o NCCI’s filed countrywide endorsement, which is WC000603, or an endorsement number 

approved by a specific jurisdiction  
o OR report a carrier-filed endorsement number in the Carrier Version Identifier 

 

One or the other must be reported. You will receive Data Grade 4 Edit 0066-09 if both the Endorsement 
Number field and Carrier Version Identifier field are blank on a Record Type 43. 

 

Losses Subject to Deductible Codes 

Code          Description  

00        No Deductible  
01        Medical Losses Only  
02        Indemnity Losses Only  
03        Medical and Indemnity Losses 

A Data Grade 8 Edit 0053-02 will be generated if the Deductible Percent, Deductible Amount Per 
Claim/Accident, and/or Deductible Aggregate Amounts are reported with dollar amounts populated and 
the Losses Subject to Deductible Code is 00 for No Deductible. 
 

Basis of Deductible Calculation Codes 

Code                 Description  

00 No Deductible  
01 Per Claim Deductible Amount  
02 Per Accident Deductible Amount  
03 Per Policy Deductible Aggregate Limit  
04 Percent of Claim Cost   
05 Percent of Premium   
06 Coinsurance Only Percent With Per Claim Amount Limit   
07 Coinsurance Percent With Per Claim Deductible Amount and 

Coinsurance Limit  
08 Coinsurance Percent With Per Accident Deductible Amount and 

Coinsurance Limit  
09 Per Accident Deductible Amount With Per Policy  
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10 Per Claim Deductible Amount With Per Policy Deductible Aggregate 
Limit   

11 Coinsurance Percent With Per Claim Deductible Amount Limit With Per 
Policy Aggregate Limit   

12 Variable-deductible programs not otherwise defined.  
13 Negotiated 

Data Grade 8 Edit 0056-02 will be generated if Deductible Percent, Deductible Amount Per 
Claim/Accident, and/or Deductible Aggregate Amounts are reported with dollar amounts populated and 
the Basis of Deductible Calculation Code is 00 for No Deductible. 
 

 
Data Grade 8 Edits 0052-01 and 0054-01: If Deductible Percent or Deductible Amount Per 
Claim/Accident fields are not populated with numeric values. 
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The deductible premium codes apply to NCCI-filed programs and insurer filed programs. 
 

Exercise—Deductible Endorsement Record Reporting  
 
A policy is written with a $1,000 per accident deductible for Medical and Indemnity Losses with 
premium credit subject to experience rating. 

What would be the Losses Subject to Deductible Code? 

1) 01–Medical Losses Only 
2) 02–Indemnity Losses Only 
3) 03–Medical and Indemnity Losses 

 

What would be the Basis of Deductible Calculation Code? 

1) 01–Per Claim 
2) 03–Per Policy Aggregate Limit 
3) 00–No Deductible 
4) 02–Per Accident 

 
What WCPOLS record would be submitted to report these values? Record Type 43–the Deductible 
Endorsement Record. 
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Chapter 9: Per Capita Exposure 

 
0908 Per Capita Exposure 

• Code 0908 is assigned to domestic workers who work 20* hours or less per workweek 
• Premium is based on the estimated aggregate (total) time of all occasional domestic workers 

employed during the policy period  
• Apply an additional per capita charge to any remainder less than 20 hours or less per workweek 
 

*CT state exception–26 hours or less per workweek. 
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0913 Per Capita Exposure 

• Code 0913 is assigned to domestic workers who work more than 20 hours per workweek 
• Premium is based on the estimated number of full-time domestic workers employed during the 

policy period  
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Chapter 10: Policy Data Address Reporting 
Address types applicable to NCCI Policy Data reporting: 

 
Address Type Code 1 

• Only one Address Record with Address Type Code 1 must be reported for all full policy transactions 
 

Address Type Code 2 

• All other workplaces not reported as the insured mailing address record  
 

Address Type Code 6 

• Reported when there is no physical location for an insured (employer) operating in a state covered 
on the policy or when all workers are remote in that same state  

• If this code is submitted, the Address Structure Code, Address-Street, Address-City, Address-State, 
and Address-ZIP Code fields are not applicable and should be reported with blanks  

• If there is no physical location in a state and all workers are remote in that state: 
o Report Address Type 6 if the state accepts 
o If not, report out-of-state address on Address Type 2 linked to that state 

• Do not report:  
o Remote worker home addresses 
o Multiple Address Type 6 or Address Type 2 records for the same employer in the same state 
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Chapter 11: Federal Reporting Compliance Service 
NCCI has been electronically delivering your USL&HW Act, Federal Mine Safety and Health Act, and 
Defense Base Act coverage to the US Department of Labor since 2010.  
USL&HW Act Criteria:  At least one federal endorsement number must be reported on the Endorsement 
Identification Record–Record Type Code 07 in WCPOLS. 

 
• Exposure Act/Exposure Coverage Code 

o 02 = USL&HW F-Classes or USL&HW Coverage on Non-F-Classes 
o 08 = Coverage Under USL&HW Act for Oil, Gas or Other Mineral Operations on or Over Water 

• AND/OR qualifying class code or statistical code (list of codes can be found in NCCI’s Policy and 
Proof of Coverage Reporting Guidebook) 

Federal Mine Safety and Health Act Criteria: Federal endorsement number must be reported on the 
Endorsement Identification Record–Record Type Code 07 in WCPOLS. 
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• Exposure Act/Exposure Coverage Code 

o 01 = State Act or Federal Act Excluding USL&HW and Federal Mine Safety and Health Act 
o 03 = Federal Mine Safety and Health Act Only 
o 04 = Federal Mine Safety and Health Act and the State Act 

• AND/OR qualifying class code or statistical code (list of codes can be found in NCCI’s Policy and 
Proof of Coverage Reporting Guidebook) 
 

Defense Base Act Criteria: 
• Specialized foreign workers compensation coverage 
• Employees working outside of the United States 
• Not standard workers compensation 
• Special federally approved format 
 

Chapter 12: Policy Reports 
NCCI creates policy reports to communicate the results of the policy editing process. Policy reports 
provide key details about the status of policy submissions, rejections, and errors that may require 
corrective action. You can see a listing of the policy reports in the Policy and POC Reporting Guidebook 
in the Manuals Library on ncci.com. It contains a table that provides the policy report names, 
descriptions, and how to use the reports. 

We have a Data Reports Guide on ncci.com. From the home page, click Data Reporting and then look 
under the RESOURCES section.  

Customers will receive an email notification for most NCCI-generated reports. Once you receive this 
notification, you can access your reports from the Policy Data Collection tool using the Data Reports 
feature. 
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Customer-Generated Policy Data Reports 
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Policy Edit Matrices 
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NCCI Resources: 
• Policy and Proof of Coverage Reporting Guidebook 
• Data Reports 
• Policy Data Edit Matrices 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
The NCCI content in the presentations and related materials is provided solely as a reference tool for informational purposes only. NCCI 
expressly disclaims any and all warranties of any kind as to the presentations and materials, with such being provided "AS IS.” Any data shown 
in the presentation or materials is for demonstration purposes only and does not reflect actual data in a tool. 
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