Sample Employee Q&A Handout

Questions and Answers about <Employer Name>'s Transitional Duty Program

Q - 
What is the Transitional Duty Program?

A - 
The Transitional Duty Program is a commitment by <Employer Name> to assist every disabled employee to return to work in a limited capacity until the employee is able to resume regular work duties.  The purpose of this program is to allow the disabled employee to transition back to work in stages following an illness or injury, with responsibilities and hours gradually increasing as the employee's health returns to a predisability level.  A key piece of the Transitional Duty Program is the coordinated efforts of <Employer Name> with the disabled employee and the treating physician in looking for return-to-work options and opportunities.

Q - 
What does "transitional duty" mean?

A - 
Transitional duty is the term used to describe light or modified work duties.  There are different types of transitional duty work depending on the limitations and restrictions an attending physician places on an individual's activities.  Some of the options for transitional work are listed below:

Alternate Work:  Temporary assignment to a different job within the limitations and restrictions placed by the attending physician.


Limited Work:  Return to regular job duties on a gradual schedule until able to assume regular hours  (e.g. work four hours per day for one week and six hours per day the next week).


Restricted Work:  Return to regular job duties with restrictions in place for a limited time (e.g. no  lifting over 20 lbs. for two weeks).


Modified Work:  Return to regular job duties with modifications provided to assist in performing those 
duties (e.g. providing a lifting device for lifting heavier objects or a slant board for reading material to avoid neck strain, etc.).

Q -
If I become disabled, how do I know what transitional duty positions are available to me?

A -
As part of the Transitional Duty Program, each department will identify transitional duty jobs for its employees, along with creating job descriptions and plans for implementing transitional duty positions.  If your attending physician releases you to return to work in a limited capacity, the Transitional Duty Program Coordinator will identify positions consistent with your abilities and notify you of this opportunity to return to work on a transitional basis.

Q - 
Is this a mandatory program?  Can I decline the transitional duty position?

A - 
The Transitional Duty Program is a voluntary program, and you may choose to decline a transitional duty position offered to you.  Please keep in mind, however, that <Employer Name> developed this program in an effort to assist you in returning to work during a difficult time in your life.  It has been shown that employees actually progress more quickly in the healing process when they have the structure of a familiar routine and the return of “normal” life.  In addition, declining a transitional duty position may impact your entitlement to receive short term disability, long term disability and worker’s compensation benefits, as these benefits may terminate if you choose not to return to work when you are able to do so.
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Q - 
If I accept a transitional duty position, where and to whom do I report for work?

A - 
The letter you receive offering the transitional duty position will include information on where and when to report to work.  If you have any questions before your return, contact the Transitional Duty Program Coordinator.

Q -
Will I receive my regular pay while in a transitional duty position?

A -
While in a transitional duty position, you receive your regular hourly wage or monthly salary prorated for the hours you work.
Q - 
How long can I remain in a transitional duty position?

A - 
In general, transitional duty positions are designed to be available to you as a disabled employee for up to six months or until the earliest of the following occur:


a. You are fully released for regular work,


b. You have been determined to have permanent restrictions that prevent you from doing your regular work,


c. You have been reassigned or accommodated into an alternate position in place of your regular position, or

d. The modified/transitional work is no longer available

If you remain unable to fully return to your regular position after six months in a transitional duty position, the Transitional Duty Program Coordinator will evaluate your progression and address any need for a time extension.

Q - 
What if I need to attend physical therapy or physician appointments while in a transitional duty position?

A - 
If you need to go to a doctor or physical therapy appointment, coordinate these absences with your supervisor.  You may use accrued sick leave time to cover this type of absence. 

Q - 
What if I get sick while on transitional duty?

A - 
If you become sick while on transitional duty and have accrued sick leave time, you may use this to cover your time off from work while sick.  This sick leave time is paid at your regular wage.  If you do not have sick leave time accrued, please contact your supervisor to explore other options.

Q - 
Can I still take my scheduled vacation while on transitional duty?

A - 
While on transitional duty, you have the choice to take your vacation as scheduled or reschedule it for a later date when you might feel better.  If you have questions, talk with your supervisor.
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Q - 
What about other types of leave, such as holidays and funeral leave?  Will I still have these?

A - 
These benefits remain the same as if you were working full-time at your regular job and are paid at your regular rate of pay.

Q -
Do I have any other responsibilities under the Transitional Duty Program?

A -
Yes.  A key responsibility is facilitating communications between your attending physician and the Transitional Duty Program Coordinator.  The Transitional Duty Program Coordinator will provide you with materials and information about the Transitional Duty Program, and some of these items will be forms to be completed by your attending physician.  You need to deliver these to your attending physician and request that your doctor complete them and return them to the program coordinator as soon as possible.  This information from your physician will be used to identify transitional duty positions consistent with your medical limitations and restrictions. 

Q -
Who do I contact if I have more questions about the Transitional Duty Program?

A -
For more information about the Transitional Duty Program, contact the Transitional Duty Program Coordinator, <Transitional Duty Program Coordinator Name> at <Phone Number and/or E-mail Address>.

