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PURPOSE

The purpose of this policy is to establish procedures to be followed when an employee
of the Department is injured on duty, whether or not time is lost, and to outline the duties

and responsibilities of supervisory personnel in the preparation of the required
documents.

DEFINITION

A. Employees shall be considered to be "On Duty";

1. When working a scheduled tour of duty, (including overtime), and when they are

traveling to or from a particular assignment (excluding commuting time to and
from work);

2. When working an emergency tour of duty;
3. When working an Extra-Duty Detail;

4. When in criminal court in answer to a subpoena, or upon order of a superior
officer;

5. When ordered to attend a training school or other training session; and
6. When performing a special duty or assignment ordered by a superior officer.
POLICY

A. Salary and Workers’ Compensation Insurance.
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1. Employees injured while on duty will continue to receive their regular bi-weekly
salary payment.

2. An employee injured while on duty will have their Workers’ Compensation
Insurance claim submitted to the Workers’ Compensation carrier for evaluation.

3. Workers’ Compensation checks received by an employee are to be endorsed
over to the Township Treasurer and forwarded to the Insurance Department.

4. If an absence due to injury extends to eight work days, sixty-four (64) work hours,
in accordance with the Workers’ Compensation Law, you may be eligible for
compensation benefits and possibly Heart and Lung Benefits. Whether you are,
or are not eligible for Workers’ Compensation Benefits, an employee must make
a request for Heart and Lung Act benefits to the Insurance Administrator in
writing, using the “Request/Notification of Heart and Lung Benefits” form within
fourteen (14) calendar days of the reported incapacity.

PROCEDURES

A.

When an employee is injured on duty, they shall promptly notify their immediate
supervisor who shall determine the extent of the injury and, when circumstances
warrant, arrange for them to receive medical treatment.

. In cases of an emergency, the employee may be directed to seek treatment at the

nearest hospital.

Once treated at a hospital, the employee must report to a Panel Physician for
evaluation of the injury as soon as possible and before returning to duty.

. In those cases requiring any type of medical treatment of a non-emergency nature,

the employee is required to immediately report to a Panel Physician for treatment
and evaluation before returning to duty.

In those cases where no medical treatment is sought for a reported injury, there is
no requirement to report to a Panel Physician for treatment and evaluation.

Refer to Human Resources Policies 5.6 and 5.7 for the Panel Physician list and
more information on this requirement. All employees are responsible for complying
with these policies.

. Anincident record shall be initiated and all reports and all correspondence will be

filed according to the incident number assigned. Use report code 3610. Prior to the
end of the shift, the injured employee shall submit a report stating in detail the
manner in which the injury occurred. If the employee cannot complete a report, the
supervisor is to complete the injury report prior to the end of the shift.
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. When circumstances warrant, the employee's immediate supervisor shall conduct an

investigation and submit a report of the incident that resulted in the injury. The
supervisor will submit an email to the “Injury Notification Group” with a summary of
the incident.

The “Employee Report of Injury or Incident” shall be completed by the injured
employee and their supervisor. All reports shall be delivered to the Staff and
Inspections Unit supervisor no later than the end of the tour of duty during which the
injury occurred. The injured employee’s supervisor is to send an e-mail reporting the
injury to the Insurance Administrator and the Police Administration distribution list.

. The Staff and Inspections Unit payroll clerk shall promptly complete the Workers

Compensation form and e-mail it to the Insurance Administrator.

. Subsequent to the report of the initial injury and a determination that the employee

will lose time due to the injury, the employee’s immediate supervisor shall continue
to document the employee’s lost time by supplementing the original code 3610
incident report.

1. Any employee absent from duty due to an injury incurred while on duty shall be
carried “injured” on the Daily Attendance Report”

2. On a scheduled day off, an injured employee shall be carried as “Day Off” on the
Daily Attendance Report

3. When an employee returns to work, after reporting to a Panel Physician, the
employee’s immediate supervisor is to send an e-mail to the Insurance
Administrator and the Police Administration distribution list reporting the return to
work

No Workers’ Compensation information may be placed in the personnel file of any
Department employee.

RESPONSIBILITY

A.

It is the responsibility of all supervisory personnel to ensure that all officers under
their immediate supervision comply with this Policy and Human Resources Policies
5.6 and 5.7.

. The Staff and Inspections Unit Commander is responsible for oversight of the

Workers’ Compensation Process and coordination with the Insurance Administrator
and Human Resources Department.
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