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OneBeacon’s Guide to Implementing a 

Transitional Duty Program
OVERVIEW

	Introduction
	A Transitional Duty return-to-work program is a key component in the successful management of your Workers’ Compensation Program. Lost time claims account for over 80% of all workers’ compensation costs. Transitional return-to-work is one of the most powerful tools to control these costs. This guide is designed to provide the basic information
you need to plan, develop and implement an effective Transitional Duty Program for your organization.



	Purpose
	“Transitional Duty” refers to a temporary job assignment for an employee who has experienced a work-related injury – an assignment compatible with the employee’s physical limitation(s). A Transitional Duty Program is the structure or framework for implementing transitional duty throughout your organization.



	Content
	This guide has four parts as listed in the table below.


	Part
	Topic
	Pages

	1.
	The Foundation: An Effective Injury Management System
	2-10

	2.
	Developing the Transitional Duty Program
	11-19

	3.
	Transitional Duty Job Analysis – Job Analysis Sample Worksheets and Forms
	20-28

	4.
	Managing the Employee on Transitional Duty
	29-33


	Intended Audience
	Parts 1 and 2 provide broad information about program development and structure and are intended primarily for senior management. (However, most of the information in these sections should be shared with all managers and supervisors.) Parts 3 and 4 contain more detailed, “how-to” information, and are geared for a general manager/supervisor audience.


Part 1

The Foundation:

An Effective Injury Management System
Overview

	Purpose
	The purpose of this part of the guide is to help you develop and implement an effective Injury Management System for your organization. This system is critical to successful management of workers’ compensation, and is the underlying foundation for your Transitional Duty Program. Without such a system in place, your Transitional Duty Program will not achieve desired outcomes for you and your employees.



	Contents
	This part contains information about the following:


	Topic
	See Page(s)

	Basics of the Injury Management System
	3

	Development of policies and procedures
	4,5

	Roles and responsibilities of all parties
	6

	Communication of the system
	7,8

	A model Injury Response Process
	9,10


The Foundation, continued

Basics of the Injury Management System

	Injury Management System
	An Injury Management System is a blueprint or roadmap for managing work-related injuries within your organization. It is a step-by-step process designed to ensure the consistent management of each injury and the best possible outcome for both the employer and employee. 

An Injury Management System encompasses all of the policies and procedures that govern what happens when an injury occurs – from the initial notification of the injury to the injured employee’s return to work. It spells out the roles, responsibilities and tasks of everyone involved, including the injured employee, his or her manager or supervisor, senior management as well as the person designed by the employer to be the primary workers’ compensation contact to OneBeacon.


	Developing the System
	There are three basic steps involved in developing and implementing an effective Injury Management system. These steps are summarized below, and are elaborated on in the next few pages.




	Step
	Action

	1.
	Develop for your organization the necessary policies and procedures related to the management of work-related injuries.

	2.
	Define the roles and responsibilities of everyone involved in implementing these policies and procedures.

	3.
	Communicate all policies and procedures, roles and responsibilities throughout your organization.


The Foundation, continued

Development of Policies and Procedures
	Purpose of Policies and Procedures
	An Injury Management System depends on sound policies and accompanying procedures related to managing workplace injuries. These policies and procedures ensure that each injury is managed consistently and effectively. Without them, an organization has no real control or oversight regarding workplace injuries, making it difficult to achieve desired results for both employer and employee.

 

	Difference between Policies and Procedures
	Typically, policies are broad statements of intent or purpose, articulating an organization’s objectives and philosophy related to the subject at hand. They can be brief and fairly general. Well-written procedures are usually fairly detailed and precise. They spell out the steps or actions that should be taken in a given situation, as well as who is responsible for what.



	Content
	At a minimum, your organization should have clearly written policies and procedures for the following topics:




	Topic
	Content of Policy and Procedure

	Workplace Safety
	Your organization’s philosophy and approach regarding safety and injury prevention; rules governing employee conduct

	Notification: Reporting of Work-Related Injuries
	Required steps for reporting work-related injuries: Who is responsible for telling what to whom? How? When?

	Documentation of Work-Related Injuries
	Required paperwork, forms, approvals, etc. for documenting incidents of work-related injury – from time of injury through return to work.

	Transitional Duty
	Your organization’s philosophy and approach regarding transitional duty – temporary job assignments for injured employees compatible with their physical capabilities.

	Return-to-Work
	Procedures and guidelines related to managing an injured employee’s return to the workplace.


Carefully tailor your policies to reflect the unique needs and requirements of your company or organization.

The Foundation, continued

Development of Policies and Procedures
	Communication
	For policies and procedures to be effective, they must be clearly communicated throughout your organization. Managers and supervisors, in particular, must have a good understanding of how work-related injuries should be managed. Employees at all levels must be kept informed of policies and procedures as they change 
over time.


The Foundation, continued

Roles and Responsibilities

	Understanding

Roles and Responsibilities
	An important part of developing an effective Injury Management System is the defining of roles and responsibilities of everyone involved in the system – at all levels of your organization. From top management to front-line employees, responsibility and accountability must be clearly articulated and understood. 

These roles and responsibilities should be incorporated into your organization’s injury management policies and procedures and clearly communicated to the parties involved.



	Responsibilities
	Below is a summary of the general roles and responsibilities of various groups and individuals who play a part in the Injury 
Management System




	Personnel
	Roles and Responsibilities

	Senior Management
	· Establishes and communicates all policies and procedures related to injury management.

· Oversees the entire Injury Management System, ensuring overall compliance and consistency throughout the organization.

	All Managers and Supervisors
	· Implements the Injury Management System within their groups and departments, ensuring policies and procedures are consistently implemented.

	All Employees
	· Complies with all policies and procedures related to the Injury Management System 

· Raises any issues, concerns, and questions about the Injury Management System to managers and supervisors.

	Designated Contact
	· Serves as your organization’s primary contact to OneBeacon

· Facilitates communication between OneBeacon, the injured employee and the employee’s manager or supervisor

· Oversees day-to-day coordination and administration of the OneBeacon program within your organization


The Foundation, continued

Communication

	Goal
	Effective communication is critical to successful implementation of your Injury Management System. All aspects of the system – all policies and procedures, roles and responsibilities – must be clearly communicated throughout your company or organization.



	Audience
	Managers and supervisors are the most important audience, since they have primary responsibility for implementing the Injury Management System within their groups and departments. It is important that they receive advance communication and training about all policies and procedures related to injury management. They must thoroughly understand and support the system, and their roles in it, before it is communicated to all employees. 

Other employee audiences to consider when communicating about the Injury Management System include senior managers, human resources or personnel managers, individual divisions or departments, new hires
 and ultimately, all employees. It is important to consider the roles and special information needs of each audience when developing your communication plan.



	Media and Methods
	There are many ways to communicate the Injury Management System. Below are a few examples of the media or methods you can use. The appropriateness of each depends on the message you want to send, to whom, and when. (The most effective approach entails developing a comprehensive communication plan that defines how these various
 methods work together to accomplish the specific objectives.)

· Memos (management memos, interoffice memos/e-mails to all employees)

· Company publications and newsletters, corporate intranet

· Employee handbooks

· New employee orientation

· Special brochures/posters

· Audio-visual presentations

· Face-to-face methods (management meetings, division or departmental meetings, staff meetings, employee forums, performance evaluations)




The Foundation, continued

Communication
	Tips for Successful Communication
	Below are a few concepts to keep in mind when communicating about your Injury Management System to your employees. These are tried-and-true principles and practices that apply to communicating about any important organizational issue:

· Repeat the key messages over and over, through a variety of means. (Effective communication requires constant repetition.)

· Tailor messages to the needs and goals of divisions, work areas and individuals. (Different employees might require different amounts or types of information.)
· Use managers and supervisors, whenever possible, to communicate about the system. (Employees universally prefer to receive important company information from their immediate managers and supervisors.)

· Develop appropriate “feedback” channels, so that employees at all levels can raise issues, concerns and questions, and get them addressed. (The most effective communication is two-way, not just top down.)

· 


The Foundation, continued

A Model Injury Response Process

	Description
	Below is a description of an effective Injury Response Process – a step-by-step outline of procedures that should be followed in the event of a work-related injury in your organization. These steps should be incorporated into your organization’s written policies and procedures




	Step
	Action

	1.
	The injured employee immediately notifies his or her manager or supervisor of the injury. If the employee’s manager or supervisor is unavailable, it should be reported to another supervisor or manager. If the employee is unable to report the injury due to the nature of the injury, another employee may do so. 
(In the event of an emergency, your organization’s emergency response procedures should be followed.)

	2.
	Provide the injured employee with a prompt, caring response upon learning of a workplace injury. Set a positive, concerned tone. What you do or don’t do in the first few minutes of learning of an injury has a great impact on the ultimate cost, both in terms of human and financial outcomes.

	3.


	Escort, if at all possible, the injured employee to your preferred medical provider.

	4.
	Maintain contact with the injured employee until he or she is back on the job. Most injuries are minor and the employee should be back to work within a day. If an injured employee will be out of work longer, supervisors should contact them a day or two after the injury. If the injury requires continued absence, follow-up contact should continue at least every three or four days to monitor progress and keep the employee connected with the workplace.

	5.
	Report all injuries to OneBeacon on the same day they occur. The earlier OneBeacon begins managing the claim, the better the outcome for the employee and the employer. Our loss reporting center is the fastest way for us to receive claims, get them into our systems and get the appropriate claims and case management resources involved.


	6. 
	Provide transitional duty. An effective transitional return-to-work program offers the following benefits:

· An active recovery program ensures rapid rehabilitation and offers on-the-job work hardening.  

· It maximizes employee productivity by keeping them an active member of the team.

· It lowers your costs by reducing wage replacement payments and any other replacement costs.


Part 2

Developing the Transitional Duty Program
Overview

	Purpose
	The purpose of this part of the guide is to help you develop and implement a Transitional Duty Program for your organization which will be a critical part of your Injury Management System


	Contents
	This part contains information about the following:


	Topic
	See Page(s)

	What transitional duty is and why it is important
	12,13

	An outline of the Transitional Duty Program
	14

	Development of a Transitional Duty Policy
	15

	Roles and responsibilities of all parties
	16

	Conducting an organization review 
	17

	Developing a job analysis process
	18

	Outlining strategies for managing the employee on transitional duty 
	19



Developing the Transitional Duty Program, continued

What is Transitional Duty?

	What is “Transitional Duty?”
	“Transitional Duty” is a temporary job assignment for an employee who has been injured on the job. This job assignment involves tasks that are compatible with the employee’s physical limitations, as defined by his or her medical provider. 

Transitional duty might entail changing or modifying the tasks or requirements of an employee’s regular job to accommodate the employee’s limitations. Or, it might entail placing the employee in another job or department on a temporary basis. In either case, the transitional duty job assignment is temporary (preferably three months or less); the goal is to help the employee return to his or her regular job, full time.
It is important to note that not every employee who is injured on the job is automatically placed on transitional duty. It depends on the nature and severity of the injury, and the requirements of the employee’s job. The employee’s manager or supervisor, working closely with OneBeacon and guided by input from the employee’s medical provider, determines whether transitional duty is appropriate in a particular situation.



	What is the Purpose of Transitional Duty?
	The overriding purpose of transitional duty is to help the injured employee return to work as soon as possible – thereby benefiting both employee and employer. More specifically, transitional duty helps accomplish the following objectives:




	Objective
	Benefit

	Lower Workers’ Compensation Costs
	Returning an injured employee to work as soon as possible helps reduce the employer’s total workers’ compensation costs, by reducing the number of lost work days and wage replacement costs due to injury.

	Maximum Employee Productivity

	Returning to work as soon as possible helps the injured employee remain as productive as possible during recuperation. For the employer, this minimizes the disruptions and lost productivity that typically accompany an injured employee’s absence.  For the injured employee, it provides job continuity and stability during a difficult time – including continuation of regular wages and a sense of connectedness to the workplace.

	Rapid Rehabilitation
	A transitional duty job assignment – because it entails work that is compatible with an injured employee’s physical limitations – becomes part of the employee’s rehabilitation process. Taking on limited tasks recommended by a medical provider helps build strength and endurance – necessary steps on the road to recovery.


Developing the Transitional Duty Program, continued

Program Outline

	Introduction
	Now that you understand what transitional duty is and why it is important, you are ready to develop a Transitional Duty Program – a framework or structure to help you effectively implement 
transitional duty throughout your organization, whenever necessary


	Developing the Program


	There are five basic steps in developing and implementing an effective Transitional Duty Program. They are summarized here and elaborated on in the next few pages.




	Step
	Action

	1.
	Develop a Transitional Duty Policy for your organization

	2.
	Define the roles and responsibilities of everyone involved in the Transitional Duty Program

	3.
	Conduct a review of your entire organization

	4.
	Develop a job analysis process

	5.
	Outline strategies for managing employees on transitional duty


Developing the Transitional Duty Program, continued

Developing a Policy

	Transitional Duty Policy
	The first step in developing a Transitional Duty Program is developing a policy that states your company’s or organization’s commitment and philosophy regarding transitional duty. The purpose of such a policy is to ensure that transitional duty is implemented effectively and consistently.



	Example Policy
	Below is an example of a Transitional Duty Policy statement. You may want to use it as a starting point or model for developing your own Transitional Duty Policy


“XYZ Corporation is committed to expediting the safe and effective return to work of any employee who has experienced a work-related injury or illness. If temporary medical restrictions prevent the injured employee from returning to his or her regular job assignment, XYZ Corporation will make every attempt to provide the employee with a temporary transitional duty job assignment compatible with his or her physical capabilities.”

Developing the Transitional Duty Program, continued

Roles and Responsibilities
	Defining Roles and Responsibilities
	Defining roles and responsibilities is another important step in developing an effective Transitional Duty Program – just as it is in developing an effective Injury Management System (see page 2). The roles and responsibilities of everyone involved, from top management to the injured employee, must be understood for the program to work to maximum potential.

These roles and responsibilities should be incorporated into your organization’s Transitional Duty Policy and procedures where applicable, and they should be clearly communicated to all the parties involved. (See pages 7 and 8 for information about 
communication.)

Below is a summary of the general roles and responsibilities of various groups and individuals who play a part in the Transitional Duty Program:


	Personnel
	Role and Responsibility

	Senior Management 
	Defines and communicates the Transitional Duty Policy and all related procedures. Oversees the entire Transitional Duty Program, ensuring overall compliance and consistency throughout the organization. Helps facilitate transitional duty job placement outside the employee’s department, when necessary.

	All Managers and Supervisors
	Helps identify transitional duty jobs within their work groups or departments.  Determines the tasks injured employees can perform (given their physical limitations). Identifies appropriate transitional duty assignments for injured employees. Manages injured employees in their transitional duty job assignments.

	Injured employees 
	Complies with all policies and procedures related to the Transitional Duty Program. Raises any issues, concerns and questions about transitional duty job assignments to their managers or supervisors.

	Designated Contact
	Facilitates communication among OneBeacon, the injured employee and the employee’s manager or supervisor.  Oversees day-to-day coordination and administration of the Transitional Duty Program within your organization.


Developing the Transitional Duty Program, continued

Organizational Review

	Organizational Review
	Once you have developed a Transitional Duty Policy and defined the roles and responsibilities of all parties in implementing that policy, the next step is to conduct an organizational review – a broad assessment of all of your organization’s jobs.


	Purpose
	The purpose of this review is to identify areas and departments within your organization with tasks suitable for employees returning to work with physical restrictions. This overview prepares you in advance for an injured employee’s return to work, so he or she can be placed in an appropriate position and become productive as quickly as possible.



	Process
	To conduct this review:
· Meet with supervisory and human resources personnel to solicit input.

· Develop a list of job tasks that may be suitable for employees, with a variety of physical restrictions, returning on transitional duty.

All organizations are able to identify some job tasks that are suitable for employees with restrictions – tasks that require minimal or no physical exertion. Examples include clerical, administrative positions, light assembly jobs, light housekeeping tasks, special projects and temporary support positions.

· Ensure that this list is made available to supervisors and managers.

· Set up a process for temporarily assigning employees to alternate departments or job responsibilities when that employee’s regular job cannot be modified.

Regardless of the type or size of your organization, it is important that you have a plan in place to accommodate injured employees, so that you can fulfill your commitment to transitional duty as stated in your policy. 


Developing the Transitional Duty Program, continued
Job Analysis
	Job Analysis
	One of the most important steps in the developing a Transitional Duty Program is the creation of a job analysis process – a systematic method for identifying and analyzing the physical tasks involved in a specific job.


	Purpose
	When an injured employee is ready to return to work, the employee’s manager or supervisor can use this job analysis process to determine what tasks the employee can perform, given his or her physical limitations (as defined by the medical provider). The process also helps the manager or supervisor determine whether the employee’s regular job can be modified or changed to accommodate these limitations, or whether the employee should be placed in another job temporarily. 

These determinations are critical to ensuring the employee’s safety and full recovery on the job.


	Process
	Job analysis consists of a step-by-step assessment of the physical tasks and movements required to perform a specific job.


Developing the Transitional Duty Program, continued

Managing the Employee on Transitional Duty
	Managing the Employee on Transitional Duty
	Outlining strategies for managing employees on transitional duty is the final step in developing a Transitional Duty Program. 

Once job analysis has been completed and a transitional duty job assignment has been identified, an injured employee is ready to work. This is another critical phase, 
because what happens after an employee returns to work will determine the success of the entire Transitional Duty Program.



	Strategies for Success
	Managing or supervising an employee on transitional duty entails many steps and responsibilities. These include properly orienting the employee to his or her transitional duty job, creating a supportive work environment for the 
injured employee, monitoring and evaluating the employee’s progress, ensuring all company policies and procedures are followed, and resolving problems and conflicts when they arise.

Part 4 of this guide includes a number of strategies and tips for managers and supervisors to help them fulfill their responsibilities during this critical stage.




Part 3

Transitional Duty Job Analysis

Overview

	Purpose
	The purpose of this part of the guide is to help managers and supervisors perform job analysis – an important step in determining transitional duty assignments for injured employees.



	Contents
	This part contains information about the following:


	Topic
	See Page(s)

	A review of job analysis – what it is and why it is important
	21

	A summary of steps involved in job analysis
	22

	How jobs can be modified to accommodate employees with physical restrictions
	23, 24

	Resource materials – information and forms needed for job analysis
	25, 26,27,28


Transitional Duty Job Analysis, continued







Review of Job Analysis



	Definition of Job Analysis
	As described in Part 2 of this guide, job analysis is a systematic process or method for identifying and analyzing the physical tasks involved in a specific job.



	Purpose of Job Analysis
	When an injured employee is ready to return to work, the employee’s manager or supervisor uses this job analysis process to determine what tasks the employee can perform, given his or her physical restrictions (as defined by the medical provider). The process helps the manager or supervisor determine whether the employee’s regular job can be modified or changed to accommodate these limitations, or whether the employee should be placed in another job temporarily. These determinations are critical to ensuring the employee’s safety and full recovery on the job.

It is important to remember that not every employee who is injured on the job is automatically placed on transitional duty, and that not every job can be modified. It depends on the nature and severity of the injury and the requirements of the employee’s job. Job analysis helps managers and supervisors make appropriate decisions about these matters.


Note:
The manager or supervisor of an injured employee has primary responsibility for analyzing the employee’s job and determining the transitional duty assignment.




Transitional Duty Job Analysis, continued 
Job Analysis Summary of Steps
Below is a brief summary of the basic steps involved in analyzing a job and identifying an appropriate transitional duty assignment:
	Step
	Action

	1.
	Review the injured employee’s physical restrictions, as determined by the medical provider.

	2.
	Review the physical requirements of the employee’s regular job, using a combination of the following methods. (The method you choose will be based upon the physical demands of the employee’s job and the extent of the injury.)

· Perform a quick, cursory review, based on the employee’s job description and your knowledge of the job. (This review may be sufficient if the job is not physically demanding, the injury is minor and it is fairly obvious that the employee can perform the job)

· Conduct a detailed analysis of all tasks and movements involved in the job, using the form entitled Job Analysis by Tasks, Worksheet 1.

· Identify the major physical requirements of the job, using the form entitled Job Analysis by Bodily Motion, Worksheet 2

	3.
	Determine whether the employee can perform all the tasks of the job, in light of his or her physical restrictions. If the answer is yes, the employee returns to work with no change in the job requirements (i.e. the employee is not placed on transitional duty). If the answer is no, see step # 4 below.

	4.
	Determine the transitional duty assignment. If the employee’s regular job can be modified or changed to accommodate his or her physical restrictions, identify the tasks the employee can perform within that job. If the job cannot be modified or changed to accommodate the physical restrictions, identify a job or tasks that the employee can perform outside his or her regular job or department. Use the form entitled Temporary Transitional Duty Job Tasks, Worksheet 3.

	5.
	List all transitional duty tasks and review them with the employee, using the form entitled Temporary Transitional Duty Job Assignment, Worksheet 4.


Transitional Duty Job Analysis, continued
How Jobs Can Be Modified
	Accommodating Physical Restrictions
	Below are examples of ways jobs can be transitioned or changed to accommodate an employee’s physical limitations. Managers or supervisors attempting to structure an appropriate transitional duty assignment might use one or a combination of these methods.
Remember, not every job can be modified. It is important that the managers and supervisors carefully assess the impact of modifications on not only the injured employee, but also on costs and productivity of the entire department or work group.


	Temporarily Eliminate Non-Essential Job Tasks


	Sometimes non-essential or less important tasks that an injured employee cannot perform can be omitted or dispensed with temporarily – without negatively impacting overall productivity.



	Delegate Tasks
	Specific job tasks can sometimes be delegated to co-workers temporarily.



	Rotate Tasks on Jobs
	Job tasks – and sometimes entire jobs – can also be rotated among the employees of a work group or department. This can lessen the physical impact of specific, repetitive tasks on an injured employee (and also provide variety and skills training for all employees).



	Change the Way Task is Performed
	A specific task might be performed differently to accommodate an injured employee. (For example, a task typically performed in a standing position might also be able to be performed from a sitting position.)



	Transition Equipment and Tools
	Often, a single change in equipment or tools can accommodate an employee’s physical restrictions. Examples: a different type of chair might alleviate a back problem, a larger computer screen might ease eye strain, or a power tool (in place of a manual one) might lessen hand, arm or back pain.



	Alter the Sequence of Tasks
	Occasionally, the sequence of tasks involved in a job can be changed to cause less stress or strain on an injured body part.



Transitional Duty Job Analysis, continued
How Jobs Can Be Modified
	Rest Breaks
	Sometimes, simply allowing an employee to take more frequent breaks or rest periods enables an injured employee to perform all of his or her job tasks without difficulty.


	Modify Job Hours
	Temporarily reducing the total number of hours worked per day or week, or changing the time an employee starts or stops work, can 
also help an injured employee perform required tasks while recuperating from an injury.



	Resource Information
	To analyze a job and identify appropriate transitional duty tasks,

a manager will need these forms, which can be found on the following pages:

· Job Analysis by Task – Worksheet 1

· Job Analysis by Bodily Motion – Worksheet 2 

· Temporary Transitional Duty Job Tasks – Worksheet 3

· Temporary Transitional Duty Job Assignment – Worksheet 4




WORKSHEET 1

Job Analysis by Tasks

Job Title: ______________________________

Job Purpose: ___________________________

	Essential Tasks – Primary components of job


	Physical activity required to perform tasks

	
	

	
	

	
	

	
	

	
	

	
	

	Non-essential Tasks – Secondary components of job


	Physical activity required to perform tasks

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


WORKSHEET 2

Job Analysis by Bodily Motion

Job Title: _____________________

Job Purpose: __________________

Bodily Motion                                              Frequency per day                                          Burden

	
	Yes
	No
	Occas. 

0-2.5 hrs.
	Frequent
2.5-5.5 hrs.


	Constant

5.5 + hrs.
	Light 

0-10 lbs
	Medium 

10-20 lbs
	Heavy

25-50 lbs
	Very Heavy 50-100 lbs.

	Lift
	
	
	
	
	
	
	
	
	

	Carry
	
	
	
	
	
	
	
	
	

	Push/Pull
	
	
	
	
	
	
	
	
	

	Sit
	
	
	
	
	
	
	
	
	

	Stand
	
	
	
	
	
	
	
	
	

	Climb
	
	
	
	
	
	
	
	
	

	Bend
	
	
	
	
	
	
	
	
	

	Twist
	
	
	
	
	
	
	
	
	

	Stoop
	
	
	
	
	
	
	
	
	

	Kneel
	
	
	
	
	
	
	
	
	

	Crouch
	
	
	
	
	
	
	
	
	

	Crawl
	
	
	
	
	
	
	
	
	

	Grasp simple grasp
	
	
	
	
	
	
	
	
	

	Grasp – power grasp
	
	
	
	
	
	
	
	
	

	Grasp - sustained
	
	
	
	
	
	
	
	
	

	Pinch – simple
	
	
	
	
	
	N/A
	
	
	

	Pinch – sustained
	
	
	
	
	
	
	
	
	

	Fine manipulation
	
	
	
	
	
	
	
	
	

	Reach – below waist
	
	
	
	
	
	
	
	
	

	Reach – waist to chest
	
	
	
	
	
	
	
	
	

	Reach – above shoulder
	
	
	
	
	
	
	
	
	

	Other:


	
	
	
	
	
	
	
	
	

	Other:


	
	
	
	
	
	
	
	
	

	Other:


	
	
	
	
	
	
	
	
	


WORKSHEET 3

Temporary Transitional Duty Job Tasks

Use this form to list appropriate job tasks after reviewing work capacity as defined by medical provider.

Company: ________________________  Supervisor: ______________________

Employee: ________________________

Job Title:   ________________________

The following tasks have been identified for temporary transitional duty:

	1.

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.

	10.

	11.

	12.

	13.

	14.

	15.


Form completed by: ____________________    
Date: ___________________

                                                 (name)

Telephone number ___________________

WORKSHEET 4

Temporary Transitional Duty Job Assignment

Employee: ____________________

Supervisor: ____________________

Job Title:   ____________________

Department: ___________________

Date of Injury: _________________
Date of Return to Work: ___________

	Work Capacity: (list all limitations as defined by medical provider)

	

	

	


	Transitional Duty Tasks:

	1.

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.

	10.


I have reviewed and understand the tasks of my temporary work assignment. I will discuss any concerns with my Manager/Supervisor.

Employee Signature: _______________________

Date: ____________

Manager/Supervisor Signature: _______________
Date: ____________

Part 4

Managing the Employee on Transitional Duty

Overview
	Purpose
	The purpose of this part of the guide is to provide managers and supervisors with strategies and tips for managing employees on transitional duty.
As mentioned in Part 2, once a job analysis has been completed and an appropriate transitional duty job assignment identified, an injured employee is ready to return to work. This is a critical phase, because what happen after an employee returns to work determines whether transitional duty is successful.



	Content
	This part contains information about the following:


	Topic
	See Page(s)

	The importance of the managerial role
	30

	Orientation: Introducing the employee to the transitional duty assignment
	31

	Ongoing monitoring 
	32

	Progression to full duty
	33


Managing the Employee on Transitional Duty, continued
The Importance of the Managerial Role
	The Managerial Role
	The importance of the managerial role in the Transitional Duty Program cannot be overstated. How the injured employee is managed or supervised on the job has a direct bearing on the employee’s outlook, productivity and ultimate recuperation.

Managing or supervising an employee on transitional duty entails many important steps and responsibilities. These include properly orienting the employee to his or her transitional duty job assignment, creating a safe, supportive work environment for the 
injured employee, ensuring the employee is not exceeding the limitations defined by the medical provider, monitoring and evaluating the employee’s progress throughout the transitional duty assignment, ensuring all applicable company policies and procedures are followed, and resolving problems and conflicts when they arise.

The ultimate goal, for the manager or supervisor, is to help the injured employee become as productive as possible and progress to full duty as soon as possible.




Managing the Employee on Transitional Duty, continued

Return-to-Work Orientation
	Orientation
	An injured employee’s initial return to work to a transitional duty assignment is a critical stage of transitional duty. It is often a time of uncertainty and adjustment for the employee, who may be required to work in new ways – or in an entirely new group or department – while recuperating from the injury.
A thorough and proper orientation to the transitional duty assignment is vital to a smooth transition for the employee – as well as for his or her co-workers. Below is a
summary of managerial tasks and responsibilities during this orientation.




	Tasks and Responsibilities
	1.
	Thoroughly review with the employee all aspects of the transitional duty assignment, including:

· Job tasks and duties

· Work hours and expectations regarding attendance and wages

· Policies and procedures related to time off for medical appointments

· Expectations regarding work performance

· The employee’s responsibility to raise issues and problems 

· Expectations that this is a “transitional” job with the goal of returning to full duty in a timely, safe manner

· Department operations (if the employee is working in a new department)

Note: for additional information or guidance related to any of the above topics, contact your human resource or personnel manager.

	
	2.
	Explain transitional duty concepts and benefits to the employee’s co-workers, to foster a supportive work environment. Explain that transitional duty is an important part of the employee’s rehabilitation process. The employee on transitional duty is expected to be productive, and will be making a valuable contribution to the department or work group. (You can refer to Part 2, pg. 12 of this guide for information about the philosophy and benefits of transitional duty.)

	
	3
	Welcome the injured employee back to work with a positive attitude.


Managing the Employee on Transitional Duty, continued

Ongoing Monitoring
	Monitoring the Injured Employee
	After the injured employee has received a thorough orientation to his or her transitional duty job, the employee’s manager or supervisor must closely monitor and supervise the employee to ensure that the goals of transitional duty are met. This supervision should continue for the duration of the transitional duty assignment – until the employee has fully recuperated and returned to his or her regular job on a full-time basis.


	Tasks and Responsibilities
	Below is a summary of managerial tasks and responsibilities:

· Continually assess the employee’s ability to perform the job

· Monitor the employee to ensure they are not exceeding the physical limitations as defined by the medical provider

· Hold periodic meetings with the employee to discuss how things are going

· Ensure the employee is in compliance with all policies and procedures

· Promptly report any issues or problems to the Designated Contact who can communicate with the OneBeacon staff

· Oversee employee’s progression to full duty




Managing the Employee on Transitional Duty, continued

Progression to Full Duty
	Full Duty
	As mentioned on page 12, the ultimate goal of transitional duty management is to help the injured employee become as productive as possible and progress to full duty (full-time employment in his or her regular job).

Depending on the nature of the employee’s injury, this progression to full duty may be rapid or gradual – occurring over the course of days, weeks or possibly months. But regardless of the duration, the progression to full duty must be carefully managed to ensure the employee’s health and safety as well as the productivity of the work group or department. 

The following are some important points for managers and 
supervisors to consider when overseeing this process.



	Medical Evaluation
	The employee on transitional duty should be medically evaluated by his or her medical provider at regular intervals – at least monthly. The two-fold purpose of these evaluations is to assess the progress of the employee’s recovery, and to determine whether the employee is capable of performing additional physical tasks.

Typically, the medical provider schedules regular appointments with the employee for these evaluations. However, if this is not happening, the OneBeacon Claim Handler or Case Manager will intervene to set up these appointments for the employee.



	Medical Notes
	One of the most important points for managers and supervisors to keep in mind is that medical documentation is required for any change or increase in work capacity. In other words, if a medical provider determines that an employee is capable of performing additional tasks or that some of the employee’s physical restrictions may be lifted, the provider must put it in writing. If there is an interest in increasing the employee’s work capacity prior to the next medical evaluation, contact the Designated Contact or the OneBeacon Claim Handler or Case Manager.
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