City/Agency
Return-to-Work Policy     and Procedures

City/Agency Return-to-Work Policy and Procedures
It is the purpose of this Policy to provide guidelines for employees injured on the job who are temporarily unable to return to full duty as the results of work restrictions imposed by a physician. 
All City/Agency departments provide temporary modified or alternate work for employees injured on the job and are unable to return to full duty. Modified and alternate work will be provided as available and coordinated through Human Resources. This is a mandatory program for all departments and employees. An employee’s failure to participate in a Transitional Work Assignment (TWA) could impact entitlement to disability benefits. 

Objectives:
· To return employees who are injured on the job to work as soon as possible when there is not significant risk of harm to themselves and others. 

· To minimize financial hardship and emotional stress to the employee who has sustained a work-related injury. 

· To assist in returning employees to temporary modified duty or alternate work at a level as close as practicable to his/her pre-injury and productivity. 

· To retain qualified and experienced employees. 

· To reduce the cost of disability benefits.
An Employee Work Status Form shall be used as a means of receiving work status information from the treating physician.  The Employee Work Status Form will be used to determine the capabilities of the injured/ill employee and the job functions that he or she can perform as follows: 
· Whenever and employee is unable to work due to a job-related injury or illness.
· Whenever an employee will receive continued or follow-up medical treatment for a reported work-related injury or illness regardless of whether an employee has work restrictions.
· Whenever an employee is on temporary modified duty or on temporary disability.
· Prior to returning to work if the employee is out for more than three (3) consecutive work days due to a work-related injury or illness.
· After each follow-up visit or every thirty (30) days whichever is shorter.

A copy of the employee’s current Position Description and/or a potential Modified Work Assignment should be attached to the Employee Work Status Form for the medical provider’s recommendations. The employee should provide the completed form to Human Resources. 

To comply with the medical provider’s directions, consideration should be given to the provision of: 

1. Reduced hours within the employee’s regular classification;
2. Temporary modification of job duties within the employee’s regular classification; and
3. Assignment to job duties and/or hours outside the employee’s regular classification consistent with the wage rate required by a labor contract.
Each department is maintaining a bank of meaningful and productive TWA to expedite the return-to-work process.
Human Resources will track and monitor all TWA. Any changes in work restrictions should be discussed with the supervising department and Human Resources. 
Participation in the TWA should not exceed ninety (90) calendar days and under no circumstances shall it establish a permanent modification or displace another employee. 
Human Resources must maintain medical confidentiality and only share information regarding work restrictions and capabilities.  
Human Resources will monitor for any underlying personnel issues that could impact the ongoing feasibility of a TWA.
When modified duty is not available and unless represented by legal counsel, injured employees are required to make contact with their immediate supervisor at least every seven days. The Human Resources will make weekly calls to any employee who is temporarily totally disabled.
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