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 Manager Responsibilities 

 Have employee seek First Aid or medical attention if necessary. 

  CALL EH&S at (617) 495-5560 immediately for work-related fatality, inpatient hospitalizations, 
amputation or losses of an eye. 

 Supervisor will need to immediately complete accident by contacting PMA Customer Service 
Center at 1-888-476-2669 or report the accident directly through their web portal at 
(http://www.pmacompanies.com/generic_reportaclaim.html) and copy the Leave of Absence 
Specialist. 

 Investigate area for the cause of the accident and work with Building Management and EH&S on 
preventative measures. 

 Leave of Absence Specialist will provide employee and Manager with a claim number and address 
for PMA, employees are to submit all medical bills to them. 

 Enter employee’s accrued time to ensure employee is paid for the week. Once employee has been 
approved for Worker’s Compensation, that time used will be credited back to the employee 
balance and you will not have access to their record until the leave has ended. 

 After Worker’s Compensation has been approved, Disabilities Payroll will remove the employee’s 
job record from the department’s pay group and place it on Worker’s Compensation in PeopleSoft. 

 During Worker’s Compensation benefit period, Manager and Department Administrator will not 
have access to employee’s timesheet; employee’s pay will be handled by Disabilities Payroll and 
PMA. 

 Employee is responsible for submitting all updated medical documentation and billing to PMA. 

 Employees who remain out on workers compensation more than 21 days may have to pay the 
premiums for health benefits on an after-tax basis. TDAs, credit union payments, parking fees and 
other discretionary deductions will stop.  

 Leave of Absence Specialist will notify you when medical clearance has been received and of any 
Reasonable Accommodation request. Please do not allow employee to return without clearance 
from that office. 

 Confirm with Leave of Absence that employee has returned to work. 

 Disabilities Payroll and PMA will return employee’s job record to your pay group after a confirmed 
return notice and medical clearance has been received. 

 After their return should employee need to take time off for physical therapy and doctor’s 
appointment, he\she will be covered under FMLA using employees own sick, vacation, personal or 
Time Off at Own Expense. Worker’s Comp. is not required to cover lost time due to appointments 
during the normal work day, if employee is still working.  Please see your Leave of Absence 
Specialist to determine appropriate action.  
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