Sample Transitional Duty Program Description

< Employer Name>

Transitional Duty Program

For Occupational and Non-Occupational

Injuries and Illnesses

<Employer Name> is proud to offer a Transitional Duty Program to assist employees who are temporarily disabled due to a non-occupational or work-related medical condition.  The focus of this program is on coordinating the efforts of the disabled employee, the employee's treating physician, and <Employer Name> to find opportunities for the employee to return to work in a limited or modified capacity until able to resume regular work duties.

Studies have shown that an early return-to-work program is therapeutic and helps speed the recovery process.  In addition, injured employees stay "in touch" with the work environment and with fellow employees, which helps to facilitate a smooth and speedy transition back to their normal job.

The Transitional Duty Program works as follows:

1. If you will be away from work for longer than three days due to an illness or an on-the-job injury, contact the Transitional Duty Program Coordinator.

2. The Transitional Duty Program Coordinator will provide you with materials and information about the Transitional Duty Program.  Some of these items will be forms to be completed by your attending physician.  

3. If your attending physician determines that you are not able to return to your regular work but are capable of some level of work activity, the Transitional Duty Program will go into effect.  

4. Your physician completes the appropriate forms, indicating your limitations and restrictions as well as the expected length of time you require the modified work.  Return the completed forms to the Transitional Duty Program Coordinator.

5. The Transitional Duty Program Coordinator will attempt to identify a modified work position until you are able to resume regular duties.  

Under the Transitional Duty Program, if you perform modified/transitional work, you will receive your regular rate of pay for hours worked.  If you work your regular full shift, there will be no loss of wages.  If you work less than your regular shift, you may be eligible to receive temporary partial disability benefits (see the Transitional Duty Program Coordinator for additional information).  In addition, you will be eligible for the same benefits provided for a full-time actively-at-work employee.  <Employer Name> may modify, change or discontinue the Transitional Duty Program or conditions of the program at any time.

Everyone wins with the Transitional Duty Program.  Disabled employees win by returning to their regular jobs and full pay sooner, thus avoiding the negative effects of a long-term absence.  And <Employer Name> wins by retaining valued, trained employees.

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>.

