Return To Work Policy

1. Introduction

This comprehensive Return to Work (RTW) Policy outlines our organization's
commitment to supporting employees as they transition back to work following an
absence due to iliness, injury, or other circumstances. Our goal is to facilitate a
smooth, safe, and productive return to the workplace while prioritizing employee
well-being and operational efficiency.

11 Purpose
The purpose of this policy is to:

e Provide clear guidelines for employees and managers during the return to
work process

o Ensure compliance with relevant laws and regulations
e Promote a supportive and inclusive work environment

e Minimize the impact of employee absences on productivity and team
dynamics

1.2 Scope

This policy applies to all employees, regardless of position or tenure, who are
returning to work after:

e Short-term or long-term disability leave
o Workers' compensation leave

o Extended medical leave

o Parental leave

e Personal leave of absence

e Any other authorized extended absence
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2. Roles and Responsibilities

2.1 Employee Responsibilities

Employees returning to work are expected to:

Maintain open communication with their manager and HR throughout the leave
and return process

Provide necessary medical documentation and updates as required

Participate actively in the development and implementation of their return to
work plan

Adhere to any work restrictions or accommodations outlined in their return to
work plan

Communicate any concerns or challenges during the transition period

2.2 Manager Responsibilities

Managers play a crucial role in facilitating a successful return to work. They are
responsible for:

Maintaining regular contact with the employee during their absence
Collaborating with HR to develop an appropriate return to work plan
Ensuring the work environment is prepared for the employee's return
Providing necessary support and resources during the transition period

Monitoring the employee's progress and adjusting the return to work plan as
needed

Fostering a supportive team environment

2.3 Human Resources Responsibilities

The HR department is responsible for:

Coordinating the return to work process

Ensuring compliance with relevant laws and regulations
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Facilitating communication between all parties involved

Assisting in the development and implementation of return to work plans

Providing guidance on accommodations and workplace modifications

Maintaining confidentiality of medical information

3. Return to Work Process

3.1 Pre-Return Planning
Before an employee returns to work, the following steps should be taken:

« Initial contact: HR or the manager should reach out to the employee to discuss
their anticipated return date and any potential needs or concerns.

e Medical clearance: The employee must provide medical clearance from their
healthcare provider, including any work restrictions or accommodations
needed.

e Return to work meeting: A meeting should be scheduled with the employee,
their manager, and an HR representative to discuss the return to work plan.

3.2 Developing the Return to Work Plan

The return to work plan should be tailored to the employee's specific needs and
may include:

o Gradual return schedule (e.g., part-time hours gradually increasing to full-
time)

o Modified duties or responsibilities
o Workplace accommodations or ergonomic adjustments
» Additional training or support

e Regular check-ins and progress evaluations

3.3 Implementing the Return to Work Plan

Once the plan is developed:
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o All relevant parties should receive a copy of the plan

e Necessary workplace modifications should be made before the employee's
return

e The team should be briefed on the employee's return, respecting
confidentiality

o The employee should be reintegrated into the workplace, including any
necessary reorientation

3.4 Monitoring and Adjusting the Plan

The return to work plan should be regularly reviewed and adjusted as needed:
e Schedule frequent check-ins with the employee during the first few weeks
» Encourage open communication about any challenges or concerns

e Be prepared to modify the plan based on the employee's progress and
feedback

o Document all changes and communications related to the return to work
process

4. Accommodations and Workplace
Modifications

4.1 Types of Accommodations
Accommodations may include, but are not limited to:

» Modified work schedules or flexible hours

o Ergonomic equipment or workstation modifications

o Assistive technologies

e Job restructuring or reassignment of non-essential tasks

e Temporary or permanent reassignment to a different position
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4.2 Requesting Accommodations
Employees requiring accommodations should:
» Submit a formal request to HR or their manager
» Provide supporting medical documentation

o Participate in discussions to identify appropriate accommodations

4.3 Evaluating Accommodation Requests
The organization will:

» Engage in an interactive process with the employee to determine appropriate
accommodations

o Assess the feasibility and effectiveness of proposed accommodations

o Document the accommodation process and decisions made

5. Confidentiality and Privacy

The organization is committed to maintaining the confidentiality of employee
medical information:

o All medical information will be kept in separate, confidential files

e Access to medical information will be limited to those with a legitimate need to
know

o Employees' privacy will be respected when communicating about their return
to work

6. Training and Education

To ensure successful implementation of this policy:

» Managers will receive training on the return to work process and their
responsibilities

+ Employees will be educated on the return to work policy and procedures
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e Regular refresher training will be provided to all staff

7. Policy Review and Updates

This Return to Work Policy will be reviewed annually and updated as necessary to
ensure:

o Compliance with current laws and regulations
« Alignment with organizational goals and best practices

o Effectiveness in supporting employees' successful return to work

8. Additional Resources

For more information or support, employees and managers can refer to:

Employee Assistance Program (EAP) services

HR department for policy clarifications and guidance

Occupational health and safety resources

External support organizations relevant to specific health conditions or
disabilities

By implementing this comprehensive Return to Work Policy, our organization
demonstrates its commitment to supporting employees through challenging times
and fostering a workplace culture of inclusivity, understanding, and mutual
respect. We believe that by working together, we can ensure a smooth transition
back to work for all employees, ultimately contributing to the overall success and
well-being of our organization and its members.
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