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General provisions governing the submission of Workers' Compensation claims are detailed 
below.  Staff members should understand that all claims submitted should be reviewed with the 
principal or supervisor.  Submission of a claim form does not guarantee that it will be accepted 
under the provisions of the Workers' Compensation Act. 
 
General Provisions 
 
An injured employee must immediately report any injury to his/her principal or first level supervisor. 
The principal/supervisor should be sure that he/she is thoroughly familiar with the circumstances 
under which the accident occurred.  At the time an injury is reported, the principal/supervisor 
should direct the school nurse to complete an Abington School District Accident Report form which 
is available from the school nurse or appropriate supervisor.  If non-emergency medical attention 
is needed, the injured employee should be directed to make an appointment with a posted panel 
provider identified by the Office of Human Resources. 
 
The principal/supervisor should report the injury via telephone to the Human Resources 
Coordinator, Extension 2510. 
 
An injured employee is required to complete the packet of Workers' Compensation forms at the 
Office of Human Resources as soon as possible.  It is important to include the name of any 
witness(es) to the accident or injury. 
 
The Office of Human Resources will review each claim with the principal/supervisor to ascertain 
that the circumstances described did, in fact, occur. 
 
For those whose claims are rejected under Workers' Compensation, the employee will be placed 
on sick leave status.  Payment of salary will continue to the extent that sick days are available to 
the employee.  The employee through his/her health insurance plan should handle medical bills. 
 
If the Workers' Compensation Administrator accepts the claim, communication will be among the 
employee, the Office of Human Resources, and the Payroll Office directly.  The Supervisor of 
Human Resources will coordinate all further correspondence with the insurance carrier. 
 



Compensation checks will be mailed directly to the employee's home. 


