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I.
PURPOSE:

The goal of the California State University, Stanislaus Disability Management Program is the safe, rapid return of our injured/ill employees to transitional or regular employment.  We believe that our employees’ needs, and the needs of the University, are best served when our employees are able to maintain some form of medically appropriate employment from the time they are injured until they are hopefully able to return to regular employment.

II. PROCEDURES:

a. Preparation:  In preparation for implementation of the Disability Management Program, the University will complete the following:
A. Establish a Disability Management Administrative Review Team to include campus Human Resources Director, Workers' Compensation/Disability Management Coordinator, and American with Disability Act (ADA) Coordinator.  The purpose of this team is administrative oversight of the transition employment program.

B. Establish a Transitional Employment Review Team to include campus Workers' Compensation/Disability Management Coordinator, the injured/ill employee and supervisor and an Academic and Human Resource Representative.  As needed, other ad hoc team members will attend only those portions of Transitional Employment meetings that directly affect them, including the American with Disability Act (ADA) Coordinator and the Environment/Health and Safety Officer.

C. Schedule regular Transitional Employment meetings (approximately every two weeks) whenever there is an employee who either is involved in Transitional Employment or in need of Transitional Employment.

D. Adapt documents to facilitate the Transitional Employment process, including the following:

1. CSU Activity Analysis (Attachment I)

2. Reasonable Accommodation Checklist (Attachment II)

3. Transitional Employment Plan (Attachment III)

4. Transitional Employment Tracking Form (Attachment IV)

E. Training of managers, supervisors, and employees in Disability Management.

b. Implementation:  Once the Disability Management Program is formally initiated, the following procedures should be followed when there is an injury:
A. Report Injury:  To ensure that proper medical treatment and referral to the Health Service or panel of physicians is accomplished, a supervisor or designee shall report all injuries immediately (within 24 hours).
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B. Transport Employee for Medical Care: Whenever possible, the supervisor or designee should insure appropriate transportation is offered or provided to the injured/ill employee to receive medical attention.  The reason for this step is to demonstrate support for the injured/ill employee.  In addition, it ensures that the physician who cares for the injured/ill employee can, after completing the treatment process, speak with the supervisor or designee and discuss what parts, if any, of the regular job the worker can still perform.  However, discussions with the supervisor or designee must be limited to information necessary to facilitate return to work.  Diagnosis, prognosis, and most treatment information cannot be released without a demonstrable need to know.
Should the treating physician be willing to return the injured employee immediately to regular or modified duty, the supervisor or designee will facilitate the process at that time.

If the physician is not able to release the injured/ill employee immediately to regular or modified work, the supervisor or designee will arrange for a follow-up contact with the employee within 24 hours.

It is important to contact the Workers’ Compensation/ Disability Management Coordinator to arrange a meeting with Transitional Employment Team members and other appropriate individuals as quickly as possible to develop options for a Transitional Employment Plan.

C. Maintain Contact and Communication with Injured Employee:  If the injured/ill employee is unable to return to work quickly, the supervisor or designee should arrange for regular contact with injured/ill employee to provide support and necessary information until the employee is able to return to transitional or regular employment.  These communications between supervisor or designee and injured/ill employees will not be utilized for investigative purposes or to obtain medically confidential information such as diagnosis, prognosis, or pre-existing conditions.

D. Create Transitional Employment Plan (see attachment IV):  As soon as it appears that the injured/ill employee may be safely released to some kind of duty, the injured/ill employee should be included in a regularly scheduled or special meeting of the Transitional Employment Team to develop a Transitional Employment Plan.  The plan will specify the following:

1. Start and end date of transitional tasks.

2. Specific tasks to be performed. (See attachment I)

3. Signatures of the supervisor, /Workers’ Compensation /Disability Management Coordinator, and injured/ill employee.

4. Timeframes for re-contact with medical care provider.

5. Focus on unique skills and abilities of the employee.

6. Within the parameters of the applicable Collective Bargaining agreement, consider duties outside of the employee’s regular department or classification.

7. Provide tasks that add value to work normally provided by the University.
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8. Provide training or other on-the-job learning experiences to help enhance the skills of an injured/ill individual.

9. Allow injured/ill employee to impart their skills through either direct training or demonstration to other employees.

10. Provide employees with valuable projects that need to be completed.

Duties will at all times consist of tasks that are of value to the University and are also therapeutic in nature in order to maintain the employee’s fitness (while not endangering the employee’s safety).

Tasks should be as close as possible to the employee’s regular work.  However, if this is not possible, other alternatives should be considered, utilizing the following guidelines for choosing appropriate tasks:

E. Monitor Transitional Employment Plans (see attachment IV): Transitional Employment Plans will be progressive in nature.  When medically appropriate, plans will provide enhanced and more challenging duties on a regular basis until the employee is ready to go back to regular employment.  The plan should be reviewed on a two-week basis in Transitional Employment Team meetings.  Duties should generally be changed at least every two to three weeks, consistent with changes in the employee’s release and physical capabilities as provided by the treating physician.  The maximum length of a plan before a thorough re-evaluation is 90 days.  In no case is 90 days to be considered a minimum for transitional employment.

F. Evaluate employees who cannot return to regular employment:  In some situations, an employee will clearly be unable to return to regular employment as a result of the severity and permanence of the injury or illness.  In such situations, the University will evaluate the employee to determine if the employee is a “Qualified Individual with a Disability” in accordance with the Americans with Disabilities Act (ADA).  The Transitional Employment Team may initiate this referral to appropriate University staff.  Injured/ill employees must always be active participants in this process and their opinions and input will be solicited whenever possible.

If the injured/ill employees cannot continue their employment with the University, they will be referred to appropriate alternative resources.

III. RESPONSIBILITIES:

One of the strengths of the CSU Disability Management is that is it directed by a team at the university, rather than by a single individual. Nearly everyone involved will be performing some duties and helping make decisions. The following explains in greater detail just what every team member’s roles and responsibilities are within the process.
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a. Transitional Employment Review Team, As A Whole:

A. Make sure contact has been made each week with the employee if the employee is not back at work.

B. Develop a Transitional Employment Plan for each injured/ill employee who can return to some kind of duty.

C. Review Transitional Employment Plan every two weeks. Revise plan every two to three weeks if employee’s condition improves.

D. Initiate referral, if necessary, to the appropriate resource to evaluate an employee who will clearly be unable to return to regular employment as a result of the severity and permanence of the injury or illness.

b. Workers’ Compensation/Disability Management Coordinator: The Disability Coordinator has responsibility for the implementation and monitoring of the Disability Management Program. In addition to responsibility for implementation, the Disability Coordinator is actively involved in the measurement and monitoring process, and helps ensure good follow-through.   In addition, the Coordinator has active involvement with occupationally injured/ill employees, and his or her in-depth knowledge of claims and return to work issues, is crucial to the success of Transitional Employment.
c. Employee: The employee is a key figure in the Disability Management process. Rather than being a passive recipient of services, the employee becomes an active consumer. In the role of the consumer, the injured/ill employee is active in the decision-making process, addressing such issues as Transitional Employment and Reasonable Accommodation.  As desired, the employee may request an employee representative be present during the Transitional Employment Team meetings.  The role of the employee representative is to be an observer.
d. Supervisor: On one hand, since the supervisor will be working as part of a Transitional Employment Team, he or she does not have to take total responsibility for Transitional Employment assignments. On the other hand, the supervisor is given more responsibility to maintain frequent/positive contact with each employee after injury/illness such as:

A. Transport employee for medical care, if appropriate and/or desired by the employee.

B. After employee has completed the treatment process, speck with the physician to discuss what parts, if any, of the regular job the worker can still perform.

C. Maintain regular job the worker can still perform.

e. Academic and Human Resources Representative: A staff and/or faculty Academic and Human Resources representative will participate on the Transitional Employment Team. The appropriate representative will be called upon to assist in helping the team explore transitional employment opportunities based upon their in-depth knowledge of the appropriate job duties in the organization. 

f. Americans with Disabilities Act (ADA) Coordinator (Optional Member): The ADA Coordinator’s (or designee) participation on the Transitional Employment Team can help identify employees who may be considered “Qualified Individuals with a Disability” under the ADA. This identification may help the university meet its obligations in a timely manner, responding to employee needs and potentially reducing or avoiding liability.

[image: image5.png]


California State University, Stanislaus
	Subject:

Workers’ Compensation

Disability Management Program


	Department Name:

Human Resources
	Section Number: 5915

1978 CSU Return to Work

	
	 FORMCHECKBOX 
  Complete Revision

 FORMCHECKBOX 
  Partial Revision

 FORMCHECKBOX 
  New
	Effective Date: 1978

Revision Date:  7-19-01

	
	
	Approval:  7/19/01


g. Environmental Health and Occupational Safety Officer (Optional Member):  Under the Disability Management process, safety is also seen as an opportunity for intervention and prevention of further injury/illness. The Environmental Health and Safety Representative may evaluate the mechanism of injury/illness and make or recommend remedial changes to a work environment. The dual goal becomes aiding in the creation of transitional employment and prevention of future injury/illness.

IV. REFERENCES:
Milt Wright and Associates

CSU Return-to-Work Program Guidelines

V. EXCEPTIONS TO PROCEDURE:

The procedures outlined herein will be partly or wholly modified in certain situations.  An example of this would be when the employee requests medical leave under the Family and Medical Leave Act (FMLA).  For details of this and other potential exceptions, managers and supervisors should contact Human Resources.

VI. SCOPE:

This program is intended to apply to all full-time and part-time employees of the University.  The University reserves the right to modify, change or terminate this program at any time.

VII. ATTACHMENTS:

CSU Activity Analysis

Transitional Employment Plan

Transitional Employment Tracking Form

VIII. WHO TO CONTACT:
Benefits/Workers’ Compensation Coordinator, CSU Stanislaus Human Resources at (209) 667-3353 for further information.
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