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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Human Resources Department.

1.
POLICY
In compliance with state mandates, Advanced Sciences and Technologies, LLC (AS&T) provides (at its expense) Worker’s Compensation Insurance for its employees and per company policy will compensate employees who experience an accident, injury or illness while on the job. For valid claims, coverage includes medical costs associated with the injury as well as compensation for time lost.

2.
SCOPE
This policy applies to AS&T’s employees (excluding casual) at all Corporate approved AS&T’s work locations and/or sites. Coverage commences on the day of hire and continues through employment.

3.
PROCEDURE/RESPONSIBILITIES

A. The employee who is injured or involved in an accident on the job will:
1. Immediately notify both his/her Supervisor and the Human Resources Department both verbally and in writing with a full description of how the injury/accident occurred including: time, date, location, type of injury, names of witnesses, and (in the employee’s opinion) will time be lost from work.

2. Visit a qualified doctor and obtain all applicable diagnostic, treatment and billing information.

3. Notify the Supervisor and the Human Resources Department of the results of the medical visit (including doctor’s prediction of amount of time to be lost from work).

4. Forward all medical information and bills received from the doctor/treatment facility to the Human Resources Department.

4.
BENEFITS PROVIDED
The benefits mandated by each state differ significantly and are subject to change at anytime. As a result, it is not practical to include them in this policy. Up-to-date benefit information must be obtained from the Human Resources Department. For informational guidance only, the benefits for the states of New Jersey and Pennsylvania that are in effect as of the date of this policy are shown below:

A. MEDICAL BENEFITS

Both States: Start immediately and continue until the employee returns to work.

B. COMPENSATION PAYMENTS

1.
New Jersey:
After a loss of 7 consecutive calendar days from work (waiting period) and the continuation of lost time through the 8th day due to disability, the employee qualifies for retroactive compensation back to the fist day of the claim, from AS&T’s insurance carrier.

2. Pennsylvania: After a loss of 7 consecutive calendar days from work (waiting period) and the continuation of lost time through the 8th day due to disability, the employee qualifies for compensation for the 8th day and beyond. After being out of work for 14 consecutive calendar days (due to the disability) and the continuation of lost time through the 15th day, the employee qualifies for retroactive compensation back to the first day of the claim from AS&T’s insurance carrier.

A. COMPENSATION PAYMENTS AMOUNT: Amount varies by state. For N.J and PA, as of the date of this policy, the average payment is approximately 70% of the employee’s gross weekly pay.

Employees will charge their out of work time as follows, based on the number of consecutive calendar days the employee is expected to be out of work:
1. 7 days or less: charge available AS&T’s sick and/or vacation time.

2. Over 7 days: write “Worker’s Compensation” at the top of time sheet, leave it blank and sign it.

5.
THE HUMAN RESOURCES DEPARTMENT WILL:
a. Complete the applicable State Accidental Injury or Occupational Illness Form/Report and forward it to AS&T’s Insurance Carrier.

b. Forward to AS&T’s Insurance Carrier the letter from the injured employee, information from the attending physician, and all invoices pertaining to the claim, clearly marked “WORKER’S COMPENSATION”.

c. Forward a copy of the Worker’s Compensation Claim Form to the Payroll Department.

d. Follow-up with the claimant through full recovery from the injury/illness.

6.
WORKER’S COMPENSATION BENEFITS:

Although the qualification requirements for the payment of Worker’s Compensation claims differ by State, most specify a specific “out of work” waiting period before medical benefits and/or compensation will be paid. AS&T’s Human Resources Department will notify each affected employee of applicable medical benefits, compensation and waiting period mandated by the state involved.

7.
RETURN TO WORK PROCEDURE:
a. Employee’s physician must provide the Human Resources Department with a written release notification stating that the employee is physically able to return to work and the anticipated date (based on the employee’s job responsibilities)

b. Employee will notify his/her supervisor prior to returning to work.

c. After returning to work, complete a “Return to Work” form, attaching the Doctor’s note, (in accordance with AS&T’s Policy No. 7009).

d. Supervisor will notify the Human Resources Department of the employee’s return.

8.
EXCEPTIONS TO THIS POLICY

Exceptions must be approved by the President/CEO.

9.
REFERENCED POLICIES

3004 – Leave of Absence


7009 – Return to Work After Absence Due To Personal Illness
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