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1 OVERVIEW

1.1 Purpose

The purpose of this document is to provide standardized guidelines for current City and County of San Francisco (CCSF) practices for providing industrially injured or ill employees an opportunity to return to work at the earliest, medically approved opportunity.  The Temporary Transition to Work Program (TTWP) attempts to provide modified duty to CCSF temporarily disabled employees while they are recovering from injury/illness.  This document also provides guidelines that allow for additional practices adopted in 2006 that allow for cross-departmental placements and education/skills-hardening opportunities. 
1.2 Eligibility/Scope    
These guidelines apply to all CCSF Departments and full-time employees who have sustained work-related injuries or illnesses.  TTWP guidelines shall not supersede preexisting CCSF Departmental Return to Work (RTW) Policies and Procedures.  In the event that any Guideline conflicts with federal, state, or local laws or relevant labor contracts, the relevant statute, ordinance, Charter or MOU shall govern.  
1.3 Background

Medical authorities and rehabilitation specialists recognize through experience and documented studies that employees who have sustained an occupational injury or illness benefit both psychologically and physically from returning to their job at the earliest feasible date.  In most instances, the temporary assignment will not exceed 90 days but may be extended, in certain circumstances, with special approval up to a maximum of 180 days.  The philosophy underlying this program is that productive work is restorative, and providing a transition back to the job is in the best interest of both the employer and the employee.  

2 STATEMENT OF INTENT

It is the intent of CCSF to make every effort to ensure that employees who have sustained an industrial injury or illness are returned to work at the earliest, medically-approved opportunity, by providing them with temporary transitional work assignments (TTWA).  The Department will work with the employee, supervisor, Workers’ Compensation (WC) claims adjuster, treating healthcare provider,  respective Departmental Personnel staff (WC/RTW Coordinator), Health and Safety Staff and ADA Coordinator to offer TTWA’s which are consistent with the temporarily disabled employee’s medical restrictions and occupational skills and abilities.  Every effort should be made to return the employees to their normal work duties.  The WC/RTW Coordinator will also work with the ADA Coordinator to identify possible reasonable accommodations under ADA/FEHA where appropriate.     

3 OBJECTIVES

This program seeks to:

· Prevent deterioration of basic work skills and loss of confidence that frequently results from prolonged absence from work.

· Focus on the employee’s functional abilities rather than the employee’s temporary disability.

· Retain an experienced workforce and prevent workplace isolation by recognizing the employee’s valuable contribution to the CCSF.
· Reduce WC costs by returning employees to meaningful work at the earliest opportunity.

· Maintain effective communication with temporarily disabled employees.

4 OVERVIEW

This process requires the concerted efforts of the employee, supervisor, the treating physician, and
WC/RTW Coordinator.  In addition, DHR has a designated a TTWP Coordinator to assist the department when the employee’s department is unable to offer temporary transitional work assignments.

The basic steps in the process are as follows:

A. An employee becomes eligible for this program when he/she is released to modified duty after an industrial injury.
B. The WC/RTW Coordinator will confer with the ADA Coordinator to determine if restrictions can be accommodated through the ADA.
C. The department WC/RTW Coordinator will coordinate the employee’s return to modified duty by: (a) evaluating the work restrictions, (b) contacting the physician if further information/clarification is required (including providing a job analysis where required), (c) contacting the employee's regular supervisor to discuss and coordinate modified duty options.

D. Preferably, employees will return to their normal work site and perform temporary transitional work assignments within their regularly assigned work unit. The hierarchy for temporary transitional assignments is:
· Return to usual/customary job performing work within physician’s work restrictions.

· Return to normal work site performing temporary transitional work assignments (tasks) within work restrictions.

· Return to department performing temporary transitional work assignments.

· Return to other department performing temporary transitional work assignments. The CCSF TTWP Coordinator will assist the Department/employee when the home department is unable to accommodate the temporary work restrictions.

E. Following subsequent medical appointments, the employee will provide the department with a physician’s work status report(s) to determine the need to continue temporary transitional work.  Depending on the severity of the illness and/or injury and the rate of recovery, this process may be repeated.  Modified duty extensions beyond 90 days require the approval of the department WC/RTW Coordinator.  Department staff will monitor the continuing appropriateness of the TTWA.   

F. The criteria for extension beyond 90 days is two fold: (1) a statement from the treating physician that the employee is expected to return to full duty with a specified period of time (not to exceed 90 days) and, (2) the department has available productive work within the employee’s work restrictions. 

5 DEFINITIONS

5.1 Job Analysis

A detailed, written analysis of the specific job functions that comprise the employee’s complete job requirements. For each specific job function that is identified, the following information is collected: 

· Physical and sensory demands of the function;

· Environmental conditions associated with the function;

· Frequency and duration of each activity associated with the function;

· Determination of whether each function is essential to the overall position in keeping with requirements of the Americans with Disabilities Act (ADA); and

· Equipment and machines required by the position.
5.2 Temporary Transitional Assignment 

A temporary transitional work assignment is one that is provided to an ill/injured employee who has temporary work restrictions as identified by his/her treating health care provider. Employees are monitored while on TTWA’s to ensure that they are continuing to improve medically.  Examples of typical temporary transitional work assignments are as follows: 

· The work-restricted employee may perform some, but not all of their usual duties.

· The employee may perform a temporary assignment within their classification or other temporary assignment within their department. 

· The work-restricted employee may perform an appropriate temporary assignment within another department.    
· If the work-restricted employees cannot assume an assignment within his/her home or other department, the employee may be able to participate in education/skills-hardening classes offered by City College of San Francisco.  Employees will meet with City College counselors who will identify appropriate non-credit coursework.  Participating employees will have to attend at least thirty (30) hours of coursework per week and provide their supervisor with weekly proof of attendance.  The employee should continue to communicate any changes in his/her health status. 
5.3 Primary Treating Physician's Work Status Report 

A form completed by the treating physician immediately following the administration of medical treatment or follow-up appointment.  The completed form must contain the following information:

· Whether the employee can return to work at full capacity or with specified restrictions.

· Restrictions  must be identified with specificity (e.g., cannot lift more than 10 pounds, no reaching overhead, no bending etc.).  The healthcare provider may be contacted for clarification of specific limitations as noted above.
· An expected return to work date, if the employee is unable to return to work at that time.

· The date and time of the employee’s next appointment for medical treatment.

6 RESPONSIBILITIES

6.1 Department

· Ensure that managers, supervisors, and line staff adhere to the TTWP Guidelines.

· Identify temporary assignments within each program for individuals returning from medical leaves and injuries and involved in the TTWP.  Assist Personnel staff in placing individuals with temporary assignments in their "home" organization or other Units, Sections, or Programs.

6.2 Participating Employees

· Willingly cooperate and comply with all aspects of Temporary Transition to Work Program.  

· Provide WC/RTW Coordinator with work release/work status forms at the conclusion of initial or follow-up visits with his/her healthcare provider.  The form must be delivered or faxed to the WC/RTW Coordinator by close of business of the first day the employee is off work.  Employees in the transition to work program must return to Personnel with paperwork prior to returning to their transitional assignment after each follow-up appointment.  
· Participate in Program assignments which are tailored to meet his/her temporary work restrictions.

· Inform their regular supervisor and Personnel if they experience physical difficulties with their temporary transitional work assignment.

6.3 Permanent Supervisor ("Home" Department)

· Home Department shall retain ultimate responsibility for personnel administration, including time reporting and discipline.  
· Frequently communicate with supervisors and managers in other departments/work areas when employees are assigned to a different work site.

· Notify the WC/RTW Coordinator immediately if an employee refuses or interrupts a Temporary Transitional Work Assignment, or when an employee expresses physical difficulty with a temporary assignment.

· Monitor employees' progress while working in temporary assignments to determine medical status (improvement).  Maintain open lines of communication with the WC/RTW Coordinator regarding employees’ progress on the job.

6.4 Temporary Work Assignment Supervisor (other location/department)
· Direct employees’ day-to-day activities in carrying out TTWA’s.

· Monitor employees’ attendance and ensure reporting thereof to home Department 

6.5 Department WC/RTW Coordinator

· Review work restrictions identified by the treating physician with the employee and, if possible, identify a TTWA within the employee’s normal Unit, Section, and Program.  

· Participate in Case Management meetings.
· Coordinate the temporary assignment with the injured employee, the employee's permanent, and or temporary supervisor and the treating physician.  

· When appropriate, explain department’s Temporary Transition to Work Program to employee and provide training to supervisors and managers.

· For each employee placed in a TTWA, complete and maintain the PeopleSoft Return to Work tracking module.  

· Ensure that an employee returns the physician's progress/status report after each medical visit and prior to returning to his or her transitional assignment.

· When the duration of temporary assignments approach critical deadlines, notify the employee and the supervisor/manager. 

· Maintain ongoing contact with the claims adjuster on the work status of the employee and provide to them copies of all correspondence pertaining to temporary assignments.

· Contact treating health care provider to obtain clarification on work restrictions, as necessary.

· Modify, extend, or terminate temporary transitional work assignments when:

· The employee reaches the time limits under the program;
· The treating healthcare provider indicates a change in the employees work restrictions; 
· The employee medical condition is permanent and stationary or;

· The employee is deemed to be a Qualified Injured Worker and/or is eligible for Vocational Rehabilitation

6.6 Departmental Occupational Health & Safety staff  

· Provide information necessary in effectuating the Temporary Transition to Work Program.
· Participate in Temporary Transitional Work Assignment placement, providing expertise relating to workplace safety and illness prevention practices.  

· Monitor implementation of the Program and serve as the liaison to the Department WC/RTW Coordinator and TTWP Coordinator.  

6.7 Department ADA Coordinator  

· Participate in Case Management meetings, providing expertise relating to State and Federal Statutes (e.g., FEHA, ADA) governing persons with disabilities and their accommodation.

· Assist the WC/RTW Coordinator in evaluating restrictions associated with an employee's return to work and different options for accommodating restrictions.

· Maintain an inventory of the most often required equipment or supplies for restricted duty.

· Provide reasonable accommodation forms once the City is on notice of the employee's restrictions.
6.8 CCSF TTWP Coordinator

· Assist departments in implementing Temporary Transition to Work Program including providing training to managers/supervisors and WC/RTW Coordinators.  

· Oversee CCSF TTWP working in conjunction with Department WC/RTW Coordinators, Health and Safety Coordinators and relevant staff.  

· Maintain a database of all Temporary Transitional Work Assignments including assisting WC/RTW Coordinators and department staff in identifying TTWA’s.

· Coordinate cross-departmental and educational/skills-hardening placement of employees.  

6.9 Claims Adjuster/Third Party Workers’ Compensation Administrator  

· Serve as facilitator for departments, injured employees and treating physicians in providing employees with an opportunity to return to work at the earliest possible time.

· Inform physicians and healthcare providers of CCSF Temporary Transitional Work Program.

· Ensure that work restrictions are clear, concise and address specific work functions.  Contact treating clinicians and obtain specific information on work restrictions as appropriate and/or as requested. 

7 ADDITIONAL OPERATING PROVISIONS 

7.1 Refusal of Temporary Transitional Work Assignment

If a temporary transitional work assignment within the prescribed medical limitations is offered, but is refused by the employee, the employee may no longer be entitled to Workers’ Compensation Temporary Disability benefits.  If an employee refuses a temporary assignment, the supervisor should immediately notify the WC/RTW Coordinator and WC claims adjuster.  A notice of termination of Workers’ Compensation benefits will be provided in writing by the WC claims adjuster in conformance with relevant sections of the Labor Code.  

Employees who attempt to fulfill a temporary assignment but believe that the assignment (a) does not meet current work restrictions, or (b) is detrimental to their safety and welfare must inform their permanent supervisor who will notify the WC/RTW Coordinator.  
7.2 Time Frames

In most cases, temporary transitional work assignments will be limited to a period of 90 days.  The supervisor, WC/RTW Coordinator, WC claims adjuster shall communicate with the employee’s treating health care provider and determine if it is in the best interest of both the injured/ill employee and the Department, to extend the TTWA assignment beyond 90 days.  In very rare cases, when an employee is showing continuing improvement and is expected to be able to return to his/her usual and customary duties within a specified time period, a TTWA’s may be extended for 30 days at a time, up to a maximum of 90 days.  
7.3 Transition to Work Tracking 

Temporary Transitional Assignments will be tracked on preexisting departmental tracking systems where currently in place, and in PeopleSoft (RTW module).  Cross-department placements will be tracked on the PeopleSoft system.   

7.4 Payment for Temporary Transitional Work Assignments

Wages during temporary transitional work assignments shall be at the employee's hourly base rate of pay rate and shall come from the budget of the employee's home department.  

7.5 Status Change from Temporary Disability to Permanent Disability

If an employee’s medical condition becomes permanent and stationary (P&S) and the employee still has medical restrictions that prohibit him/her from returning to full and customary duties, he/she will no longer be eligible for the Temporary Transition to Work Program.  The WC Claims Adjuster will notify the employee, WC/RTW Coordinator, ADA Coordinator, and the TTWP Coordinator of the change in status.
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