UNIVERSITY OF WISCONSIN – RIVER FALLS
RETURN TO WORK POLICY

I.    POLICY

The health and well being of all employees is of great importance and concern to the 

University of Wisconsin-River Falls.  It is well documented that injuries affect the whole body and that effective rehabilitation and treatment must address the whole body.  Part of that treatment includes the concept of keeping physically and mentally active within the restrictions of the particular injury.  The University of Wisconsin-River Falls will make every effort to provide employees the opportunity to maximize their rehabilitation and physical therapy and enable their early return to work.

II.   RESPONSIBILITY
Human Resources is charged with the responsibility of providing medical and disability benefits through the Worker’s Compensation Program to employees who are injured on the job.  The administration of a return-to-work program, including transitional duty is the responsibility of the Case Management Team   Non-work related injuries or illnesses of employees will also be addressed through the Return to Work Program.
III.  AUTHORITY
Executive Order 194 states “promote effective investigation and management of worker’s compensation claims and the early return to work of injured employees using traditional work assignments and other rehabilitation strategies.”

 In addition to a positive return-to-work program, the University will make every effort to               continue the employment of the employee within permanent restrictions and within “The Spirit of the Law”.

lV.   CASE MANAGEMENT TEAM

The case management team will determine when to implement the “Return to Work Program” for an injured employee on a case by case basis.  Duties and responsibilities of the team members are described in the “Return to Work Program” document.

UNIVERSITY OF WISCONSIN-RIVER FALLS
EARLY RETURN TO WORK PROGRAM

I. Background:

After accident prevention, an Early Return to Work (ERTW) program is the University’s best tool to control Worker's Compensation costs and reduce losses. ERTW programs have been proven to work in state agencies, the public sector and private firms across the nation. 

The key word is "EARLY." The response at the time the illness or injury is reported has a profound impact on the outcome of most cases. ERTW actions should start as soon as possible; however, because specific illnesses or injuries may need differing amounts of time for healing, the time limits on ERTW should also be flexible and based on the medical judgment of the treating physician. 
II. Purpose:

The University of Wisconsin-River Falls has designed and developed an ERTW program that
· Maintains the dignity and work status of the employee.
· Ensures the injured employee receives the best practical medical care in order to speed the recovery and return to work.

· Returns the employee to his/her original position as soon as possible.

· Assists in early evaluation of potential long term disability cases to determine early job placement, rehabilitation or retraining needs when appropriate.
· Treats all injuries as legitimate unless investigation reveals different evidence.
This program is also designed to help Departments minimize the actual medical and disability costs of injuries.  Human Resources and Occupational Safety will provide strategies to manage losses.  It is the goal of the program to return the injured employee to their position as quickly as possible, or find alternative productive work activities.  Directors and supervisors will be given the information needed to become a successful part of this process.
III. Case Management Team:

The University of Wisconsin- River Falls has established a Case Management Team to administer the Early Return to Work Program.   Member of this team are: Worker’s Compensation Coordinator, Human Resources Director/Representative, Environmental Health and Safety Manager, UWSA Worker’s Compensation Claim Examiner when appropriate, and the Supervisor of the injured employee.   The purpose of the team is to review accidents, and develop a specific return to work procedure/plan for each injured employee returning to work on a limited basis.   Good communication with the employee, medical personal and UWSA is the key to a successful program.
Duties and responsibilities of each team member will be as follows:

A.
Worker’s Compensation Coordinator:

· Facilitate all case management activities.
· Review all forms to ensure that they are fully and accurately completed by the appropriate individuals.
· Inform the employee of his/her benefit options and procedures.

· Maintain contact with injured employee.
· Provide job description to medical provider, alerting them to Return to Work Program.
· Maintain contact with UWSA claims examiner.

· Coordinate activities on campus with rehabilitation professionals.
· Maintain a thorough knowledge of worker’s compensation laws and UWSA reporting procedures.
B.
Human Resources Director/Representative:

· Provide job specific information to coordinator, supervisor, and medical provider. 

· Work with departments on temporary work assignments for returning employees.
· Maintain a listing of possible alternate work assignments for return to work.

· Encourage supervisors to accept worker on transitional duty.

C.
Environmental Health and Safety Manager:

· Investigate the scene of an accident immediately, talking to the injured employee and witnesses as appropriate. 

· Provide Essential Job Functions to medical provider through Worker’s Compensation Coordinator.

· Make necessary safety recommendation to correct the cause.
· Develop and implement appropriate training programs that address these problems.

· Assist with additional investigation of the claims.
· Provide history of injury to identify trends of injuries and accidents.
D.
UWSA Worker’s Compensation Claim Examiner:
· Maintain contact with medical providers.
· Provide assistance and strategies for handling difficult or questionable claims.

· Assist in providing history of past claims and accidents to spot trends.
· Recommend physicians, rehabilitation consultants and other outside support.

· Provide information on worker’s compensation benefits.

E.
Supervisor:
· Initiate immediate medical treatment when necessary.
· Report the accident to the Human Resources and Environmental Health & Safety offices immediately.
· Inform Human Resources and the Environmental Health & Safety office of instances when an employee may need a light duty program (non-work related injury or illness).
· Assist the Environmental Health & Safety Manager with the accident investigation.
· Ensure that all worker compensation forms are completed within 24 hours of the accident, and sent to the Human Resources office.  This include the employee’s and the supervisor’s forms.
· Work closely with the Worker’s Compensation Coordinator and Human Resources Director/Representative to establish transitional work duties that are productive.
· Maintain contact with the injured employee throughout the recovery period displaying concern and a caring attitude.
· Monitor employee’s progress to coordinate the return to work date with Worker’s Compensation Coordinator.
IV. Returning the Employee Back to Work
It is important to maintain contact on a weekly basis with the injured employee and the medical provider.  The immediate supervisor is responsible for maintaining contact with the employee while the Worker’s Compensation Coordinator will maintain contact with the medical provider.

The University’s objective is to get the employee back to work in a productive position.  It is important that a return to work date be established as soon as practical.  If the employee cannot return to their present position due to temporary physical limitations, the Case Management Team and the medical provider will establish when and under what limitations the employee may return to work.  The goal is to return the employee back to their permanent position as soon as possible.  The time frame will vary from incident to incident.  Below are considerations that need to be addressed when bringing an employee back to work in transitional duty 
A. Transitional Duty (alternative work assignment within work unit)
The supervisor, working with members of the Case Management Team, should identify tasks that may be accomplished in a transitional duty job.  The following should be considered when developing a transitional duty position:
· Communicate to all employees within the entire work unit the value of the transitional duty.  It should be a meaningful assignment.

· Focus on what the employee can do rather than what they cannot do.  Consider the employee’s regular job with only some tasks removed because of restrictions.
· Consider assigning tasks that are not being done by others at the present time, or tasks that are only done occasionally.
· Consider tasks now being performed that, when assigned to someone on transitional duty, allow co-workers time to accomplish additional work assignments.
B.
Transitional Duties (Outside the Immediate Work Area)
If transitional duties cannot be accommodated in the employee’s immediate work area the university will consider alternative sites.  The Human Resources Office (HR) in conjunction with the employee’s supervisor will review tasks that the employee can perform.  Based on this analysis, the HR Office will review requests for LTE, projects, or other unfilled positions within the University.  Temporary placement for the employee will be done in the following manner.

· Within the employing department

· Within the employing division

· Within the University

If transitional work is established outside of the employing department, the salary of the employee will be the responsibility of the original employing unit.  When absolutely necessary, alternative methods of funding will be investigated.

C. Transitional Assignment
When returning an employee to work in a transition appointment the following are some factors to consider:
· Advise the employee that we have established a transitional work assignment with feedback from their physician.

· Complete a Return to Work Agreement, identifying restrictions and the new assignment.   It must be signed by the employee, their supervisor, and the light duty supervisor, if different.
·  Maintain contact with the injured employee and co-workers to ensure good communication and positive reinforcement.
· Emphasize the temporary and dynamic nature of the position and review the employee’s progress at regular intervals.

D. Communication with Affected  Employees

It is important to make sure that the all employees in the work unit understand the benefits of transitional work assignments.  Benefits are a more rapid return to work; little or no lost wages; the continued earning of sick leave, vacation, and retirement; and feeling like part of the team.
Co-workers should be:

· Informed that the transitional duty is temporary.

· Informed that the employee is working within their medical restrictions and working toward a full return to work.  It is important that co-workers not ask the individual to do something outside their medical restrictions.
· Made aware that an ERTW program would be extended to them if necessary and possible.
· Encouraged to build team spirit and welcome the employee back to work.
Our Return to Work Program intends to demonstrate to employees that we care about them and we value their importance and contributions to the university.
The Case Management Team will work together with the employee and the attending physician to return the employee to their permanent position as soon as possible.

______________________________________                              _______________

                         Chancellor






Date

UNIVERSITY OF WISCONSIN – RIVER FALLS
EARLY RETURN TO WORK PROGRAM

RETURN TO WORK AGREEMENT

                                                     ==========================

FOR USE WHEN EMPLOYEE IS RELEASED FOR WORK WITH RESTRICTIONS

_________________       



______________________

Name of Employee




Name of Supervisor 

_________________________


__________________

(light duty assignment location) 


Name of Supervisor (light duty assignment)

PLEASE INCLUDE THE FOLLOWING INFORMATION

1.
What was employee’s regular job and essential job functions/tasks before this


injury or illness?  
2. Describe the modified work the employee will do, or what other adjustment will be made, for the duration of this agreement.

3.
List the medical restrictions submitted by the employee’s doctor (attach doctor's


slip with restrictions). 

I understand that these job duties are temporary while I have work restrictions ordered by my physician.  The period of transitional duty is approved until my next medical evaluation on ________________, and I understand that I am responsible to abide by the work restrictions my physician has ordered. 

_______________________________
       
_______________________________

Signature of Employee


       
Signature of Supervisor

_______________________________                
 _______________________________

Dated
                       




 Dated 

________________________________

________________________________

Name of Supervisor  (light duty assignment)

Dated

Employee and Supervisor will meet on ______________ to review and discuss temporary job duties.

Original to Human Resources, Worker’s Compensation Coordinator, copy to supervisor, copy to light duty assignment supervisor
UPDATE
As limits are removed by doctor, adjust job tasks and make note of them here.

DATE: 
 

RESTRICTIONS: 
 

JOB DUTIES: 

_______________________________
       
_______________________________

Signature of Employee


       
Signature of Supervisor

_______________________________                
 _______________________________

Dated
                       



Dated 

________________________________

________________________________

Name of Supervisor (light duty assignment)

Dated

I understand that these job duties are temporary while I have work restrictions ordered by my physician.  The period of transitional duty is approved until my next medical evaluation on __________________, and I understand that I am responsible to abide by the work restrictions my physician has ordered. 

Employee and Supervisor will meet on _________________to review and discuss temporary job duties.

Original to Human Resources, Worker’s Compensation Coordinator, copy to supervisor, copy to light duty assignment supervisor
Sample letter

HEALTH CARE PROVIDER

IMPORTANT NOTICE

Date

Dear Dr.

Our records indicate you provide care to employees of UW-River Falls for work related illnesses and injuries under Wisconsin worker’s compensation program.  This letter is to inform you that UW-River Falls has established an Early Return to Work Program for these types of situations as well as for non-work related injuries/illnesses.  This means that unless the employee injury is extremely debilitating we should be able to accommodate an early return to work for our employee.

We have developed essential job functions for our employees based on a safety analysis of the employee’s essential job tasks.  When our employees visit your office for medical treatment, you will be asked to review the essential job functions and to identify in writing the necessary work restrictions or limitations for the employee.  The Case Management Team will develop a light duty program for our employee which will comply with your work restrictions.

If you have questions about our Early Return to Work program please don’t hesitate to contact our office at 425-3109.

Sincerely,

Debra Koehler
Worker’s Compensation Coordinator
Human Resource Department

Essential Job Functions

(Physical Requirements)
	Employee:
	Supervisor:

	Position:
	Completed By:

	Date:
	Work Schedule:


Percent of work day:
Rare = 1-5%
   Occasional = 6-33%
Frequent = 34-66%

Constant = >66%

Weight Classes:
<10 lbs, 11-25 lbs, 26-50 lbs, 51-75 lbs, 75+ lbs
Physical Requirements

	
	R
	O
	F
	C
	Comments

	Lift/Carry – Pounds
	
	
	
	
	

	Push/Pull – Pounds
	
	
	
	
	

	Stand
	
	
	
	
	

	Walk
	
	
	
	
	

	Sit
	
	
	
	
	

	Drive
	
	
	
	
	

	Bend
	
	
	
	
	

	Twist
	
	
	
	
	

	Crawl/Kneel/Squat
	
	
	
	
	

	Reach – Vertical
	
	
	
	
	

	Reach – Horizontal
	
	
	
	
	

	Manual Dexterity
	
	
	
	
	

	Grasping
	
	
	
	
	

	Fine Dexterity
	
	
	
	
	

	Vision – Near
	
	
	
	
	

	Vision – Far
	
	
	
	
	

	Hearing – Close Distance
	
	
	
	
	

	Safety/Ergonomic Concerns
	

	Other
	



Summary of Physical Demands

This position falls into the (circle one) office, light, moderate, moderately heavy, heavy labor category, involving lifting/carrying ______________ pounds occasionally, ___________________ pounds frequently, and ______________ pounds constantly.  Other associated demands include: __________________________________constantly, ____________ ____________________ frequently, and _________________________   occasionally. 


Job Task Summary


Signatures:


Employee________________________________  Date____________


Supervisor_______________________________  Date____________


Health/Safety_____________________________  Date____________

