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Scope:
This policy applies to all employees.  Because of the limited amount of modified/alternate work positions available, employees are assigned on a “first come, first served” basis to appropriate positions as available.

Definition:
1.
A work-related “injury or illness” for purposes of this policy means an injury or disease arising out of or during the course of employment with La Puente Valley Regional Occupational Program and compensable under the Workers’ Compensation laws of the State of California.

2.
For purposes of this policy, an employee with a disability is an employee incapable of performing the regular duties of his/her assigned position as a result of a work-related injury or illness, but who is able to perform some work and does not, therefore, have a “temporary total disability.”

Purpose:
1.
To provide modified work for employees with job-related injuries/illness that restrict regular job performance so they can receive full compensation and benefits while recovering from the injury/illness.

2.
To assist employees in the transition from disability to full recovery while continuing to be a productive part of the work group and leading a normalized life.

3.
To provide management with a constructive program to reduce the cost of Workers’ Compensation.

4.
To prevent deterioration of employee’s work skills, health, and attitude that may result from a prolonged work absence.

5.
To demonstrate the organization’s commitment to the employee’s recovery.

6.
To minimize the loss of productivity.
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Elements:
1.
The modified/alternate work is implemented immediately to avoid lost time and to avoid loss of wages due to injury.

2.
The temporary modified/alternate work is progressive so that there is evidence of recovery.

3.
The temporary modified/alternate work is not considered as part of regular staffing plan.

4.
The permanent modified/alternate work is considered as part of regular staffing pattern.

Eligibility Qualifications:

1.
This program shall be limited to employees with a disability who are recovering from a work-related injury or illness and who require temporary short-term, rather than permanent job reassignments.

2.
The employee must have a medical clearance authorization slip from the attending physician specifying work restrictions and abilities.

Responsibilities:
Human Resources:

1.
Has the responsibility for coordinating the program.  Human Resources will work in cooperation with administrators, and supervisors to achieve maximum acceptance of the program.

2.
Human Resources has the responsibility to determine the employee’s eligibility for the program, for placement in modified/alternate work, for record keeping, and overseeing the modified work program and full return to work, where possible.

Supervisors:

1.
Will develop with human resources and maintain an inventory of potential assignments to be kept on file both in their department and the human resources department to facilitate early placement of the injured worker, and upon request from human resources develop possible short-term modified/alternate assignments for the injured employee.

2.
Will review the employee’s restrictions for work with the employee prior to the agreement acknowledging any restrictions and forward the original to human resources.
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Responsibilities: (continued)

3.
Will monitor the injured employee’s work area and ensure compliance with the physician’s work restrictions.

4.
Will keep track of hours worked and evaluate work performance of temporary modified/alternate work employees and ensure that the injured employee’s salary is charged to the Early Return to Work (ERTW) budget code.

Procedures:

Implementation:

1.
Human Resources will identify department with modified/alternate work positions available.

2.
Human Resources shall advise each injured employee and his/her physician of the program and provide the physician with the necessary forms for completion by the physician.

3.
The employee shall notify human resources of his/her release to return to work in the ERTW program.

4.
If a doctor’s release is received directly by human resources, a phone call will be made to the employee letting the employee know of the ERTW program, and this will be followed by an explanation in writing.

5.
A determination will be made by human resources as to whether or not a modified/alternate work assignment can be provided which will be consistent with the treating physician’s work release.

6.
All work provided shall be consistent with and not exceed the limitations prescribed by the treating physician.

7.
While an employee is in the ERTW program, he/she must report to work in regularly accepted attire, unless a modification has been approved in advance by administration.

8.
When feasible, every effort will be made to accommodate the needs of the employee by modifying his/her present work setting; however, work availability may make it necessary to transfer employees from one site or department to another.

Temporary Modified/Alternate Work:
1.
The employee assigned to temporary modified/alternate work will be paid on the regular pre-injury hourly rate that will be charged to the workers’ compensation budget.
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Temporary Modified/Alternate Work: (continued)
2.
The time sheet is sent to the employee in his/her regular or temporary site or department at the beginning of each pay period.  He/she will designate hours worked to the ERTW program code.  The supervisor where the employee is performing temporary modified/alternate work duties will initial the hours worked in his or her area.  At the end of the pay period, the time sheet will be submitted by the employee to payroll for processing.

3.    The supervisor of the temporary modified/alternate work areas will be expected to keep track of hours worked and evaluate work performance.

4.
It is the option of the ROP to change regular days off and work hours while an employee is in the ERTW program.

5.
Hours of work will be designated by the temporary modified/alternate work program supervisor.  No overtime will be paid while in the temporary modified/alternate work program.

6.
ERTW program participants are encouraged to schedule physical therapy and doctor’s appointments around their work schedules to avoid loss of earning power.  If this cannot be arranged, appointments should be scheduled at the beginning or end of the work day.  All appointments requiring time away from work must have written verification of time in and out of the facility to present to human resources.

7.
All employees will abide by the work/safety rules of the ROP in their modified/alternate work assignment.

8.
If an employee is unable to report for work for personal reasons, he/she must call the ROP prior to the start time to report their absence.
9.
If an employee’s health status changes, it must be reported immediately to the supervisor and to human resources.

10.
When an injured/ill employee is released to participate in the ERTW program he/she does not have the option to substitute paid sick leave because he/she does not personally feel ready to perform temporary modified/alternate work.

11.
Employees with restrictions that would permanently prevent them from returning to their former or available positions will remain off work and will not be provided temporary modified/alternate work assignments.  Permanent modified/alternate assignments may be considered.

12.
While in the temporary modified/alternate work program, employees will stay no longer than four weeks on any one task, unless approved by administration.
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Temporary Modified/Alternate Work: (continued)

13.
While in the temporary modified/alternate work program, employees who have experienced an on-the-job injury will be evaluated at thirty days or when medically stationary, whichever occurs first.

14.
A status review involving management and the employee will be performed at two-week intervals or more often if deemed necessary.

15.
After thirty days in the temporary modified/alternate work program, the eligibility for modified work will be reviewed.  If the employee is not expected to return to regular work within thirty days, he/she may be removed from modified work until an expected return to work date has been determined.  After consultations with the supervisor, physician and administration, human resources may extend the time period for the temporary modified/alternate work program on a week to week basis for a period of sixty days.

16.
As long as work can be provided, there is no right of refusal, without jeopardizing benefits and entitlements.

17.
Hours worked under modified/alternate work assignments will be considered “productive hours” in the computation and eligibility for receiving benefit pay and accruals.

18.
Time worked under temporary modified/alternate work assignment will be considered as any other time worked in determining service credit.

19.
Time spent on personal illness or other absence will be treated in the same manner as when on regular duty.

20.
When an employee is released to his/her regular job duties, a doctors release to duty from must be submitted to human resources prior to resuming regular job duties.

21.
A schedule of employees involved in the modified/alternate work program will be maintained by human resources.

22.
Human Resources will maintain ongoing contact with employees in the temporary modified/alternate work program to assess the process and progress of the employee.

