TPG Insurance Services

DO YOU HAVE AN EFFECTIVE RETURN TO WORK PROGRAM?


The evidence is clear: the longer a claim stays open, the more it will cost you. We can help
you implement a robust return to work program that provides employees with
appropriate care and facilitates quick recovery.

HAVE YOU DEVELOPED CLINICAL RELATIONSHIPS TO GET YOUR EMPLOYEES BACK TO
WORK FASTER?


Closely monitor open claims to ensure proper treatment by establishing a working
relationship with a local clinic. We provide resources to guide you through the selection
process and help you contact potential providers.

ARE YOUR EMPLOYEES AWARE OF WHAT IS EXPECTED OF THEM FROM THE TIME OF
INJURY TO THEIR RETURN TO WORK?


Our employee communications pieces take the mystery out of the return to work
process, so your employees can focus on their rehab and recovery instead of worrying
about filling out the wrong form.

(909) 466-7876
www.MyTPG.com
10373 Trademark Street, Rancho Cucamonga, CA 91730
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RETURN TO WORK PROGRAM
A Comprehensive Guide to Developing an Effective Plan

Provided by: TPG Insurance Services ◊ 10373 Trademark Street Rancho Cucamonga, CA 91730 Tel:
(909) 466-7876

This guide is merely a guideline. It is not meant to be exhaustive nor be construed as legal advice. It does not address all
potential compliance issues with Federal, State, local OSHA or any other regulatory agency standards. Consult your
licensed Commercial Property and Casualty representative at TPG Insurance Services or legal counsel to address
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WHERE TO BEGIN
The following guide will help you construct an effective Return to Work Program and
create meaningful work assignments for workers injured both on and off the job. It
includes background statistics to support the program, steps to take before
execution, how to manage the program and implementation recommendations.
Step 1: Know the Facts
Supporting your Return to Work Program with evidence that it will help save money is
the best way to convince upper management to get on board. Obviously, injured
employees drive up company costs in the form of lost work days and compensation
costs. Studies clearly demonstrate that employees who are off work because of injury
for more than 16 weeks seldom return to the workforce, and companies get stuck
paying hundreds of thousands of dollars each year in unnecessary costs.
Step 2: Gather Data
Before you institute a program, research your company culture to understand what
current employee attitudes are toward injury and returning to work. That way, after you
create an official Return to Work Program, it will be easier to evaluate and determine
whether there has been a positive mindset shift. Get to know your company culture at
all levels and from a range of perspectives. Visit worksites and talk to employees to
understand how your current Return to Work Program – or lack thereof – functions.
Develop a needs assessment to determine how much work you need to do to shift
company culture and practice.
Step 3: Demonstrate a Commitment to Early Return to Work
Make sure all levels of employees recognize that early return to work after an injury
speeds up the recovery process and reduces the likelihood of permanent disability.
Everyone from upper management to hourly employees should understand the goals,
purpose and background on the program. There is no use taking large strides to enact a
program if management does not support and recognize the need.
These elements are the foundation and support for your Return to Work Program. Take
plenty of time for these steps before moving on to create your program.

RETURN TO WORK PROGRAM ELEMENTS
Steps 4 through 7 of this guide will go straight into your written Return to Work
Program, as they are the elements that will help you take action and establish a
plan.
Step 4: Create Goals
State ’s purpose in creating the program and emphasize management’s commitment
to making it work. Keep it positive, but be sure employees understand the Return to
Work Program is a serious initiative. This is also the place in your written program to
define what type of duty you offer or require – your program can revolve around
transitional duty, alternate duty or both.
Example Goal Statement: ’s Return to Work Program is in place to accommodate
injured workers by identifying new duties or modifying jobs to meet
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POLICY
Location:

Return to Work

Effective Date:
Revision Number:1

PURPOSE
This policy is in place to ensure provides meaningful work activity for employees who are temporarily unable to perform all, or
portions, of their regular work assignments or duties. This policy applies to employees suffering from either work or non-work
related injury or illness. The goal is to allow valued company employees to return to productive, regular work as quickly as
possible. By providing temporary transitional or modified work activity, injured employees remain an active and vital part of the
company. Studies show that a well-constructed Return to Work Policy reduces lost time days, allows workers to recover more
quickly and makes for a more positive work environment.

SCOPE
All active employees who become temporarily unable to perform their regular job due to a compensable work related or nonwork related injury or illness may be eligible for transitory work duties within the provisions of this program. Return to work
tasks may be in the form of:
-

Changed duties within the scope of the employee’s current position

-

Other available jobs for which the employee qualifies outside the scope of his or her current position

-

An altered schedule of work hours

DEFINITIONS
-

Transitional duty is a therapeutic tool used to accelerate injured employees’ return to work by addressing the physical,
emotional, attitudinal and environmental factors that otherwise inhibit a prompt return to work. These assignments are
meant to be temporary and may not last longer than 90 days, though permits multiple 90-day assignments back-to-back if
it is medically warranted.

-

Alternate duty is a part of ’s Return to Work Policy that is designed as a placement service for individuals who have
reached maximum medical improvement and are still unable to perform the essential functions of their pre-injury job.

APPLICABILITY
Length of Duty
-

If work is available that meets the limitations or restrictions set forth by the employee’s attending practitioner, that
employee may be assigned transitional or modified work for a period not to exceed 90 days. Transitional or light duty is a
temporary program, and an employee’s eligibility in these reduced assignments will be based strictly on medical
documentation and recovery progress.

Daily Application
-

An employee’s limitations and restrictions are effective 24 hours a day. Any employee who fails to follow his or her
restrictions may cause a delay in healing or may further aggravate the condition. Employees who disregard their
established restrictions, whether they are at work or not, may be subject to disciplinary action up to and including
termination.

Qualification
-

Transitional or modified duty will be available to all employees on a fair and equitable basis with temporary assignments
based on skill and abilities. Eligibility will be based upon completion of the Return to Work Evaluation Form by the
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POLICY

Medical Clinic Workers’
Compensation Guidelines

Location:
Effective Date:
Revision Number:1

Purpose
This policy is a service commitment to empower , its employees and (insert name of clinic) to improve the workers’ compensation
delivery process, ensure high quality care, improve access to specialists, reduce time lost from work and enhance communication
between all involved parties.

POLICY GUIDELINES
(Insert name of clinic) agrees to the following performance standards:


To complete a problem-focused medical, functional and occupational history and physical exam commensurate with the
employee’s condition.



To formulate a diagnosis and assessment of the employee’s condition.



To form an analysis of causation and consider the following: strength of association, consistency, specificity, temporal
relationship, biological plausibility, medical models, reasoning by analogy, resultant change in exposure, dose response and
coherence of evidence.



To discuss the following by telephone or in person with the patient, employer and insurer: work-relatedness, work capacity and
work restrictions.



To communicate any treatment plans to the injured employee, the employer and the insurer (with notes).



To perform functional capacity exams (FCEs) when requested as related to aspects of work injury or disability.



To determine degree of impairment within two days of last office visit.



To review all prior treatment and any documents provided by the employer, employee or insurer related to prior medical status
or treatment.



To provide drug screening results to the employer within 24 hours (if clinic has appropriate staff to interpret drug tests—
otherwise, up to 72 hours may be allowed).



To make every attempt to return the injured employee to work, communicating physical restrictions to the employer.



To refer employees to a specialist for evaluation and recommendations only. The clinic primary care physician will then guide
and direct all care necessary and appropriate for the injured worker.



To request authorization for specialty care from the insurer (physical/occupational therapy, surgery, pain management) after
discussion and agreement with the patient/employee.

Prepared by TPG Insurance Services
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TPG Insurance Services
Your Workers’ Compensation Partner

Selecting and Training an Injury Management Coordinator
Even with the best safety programs in place, accidents
can still happen. When an injury occurs several parties
can be involved: the injured worker, their supervisor,
medical personnel, human resources and more. While
all these people may be working to help the injured
employee, they may not be very clear on how to work
together unless they have a
coach. That coach is the Injury
Management Coordinator (IMC).
For this individual to be
successful, they need the tools
and support to provide the entire
organization with pre-injury
education, clear expectations
and proactive communications
and procedures when an injury
occurs. Generally, the IMC will
be a member of the human
resources department.

To support this program, the IMC must educate
employees (including supervisors and managers) about
the cost of workplace injuries and the physical,
emotional and financial benefits of early return to work.
They must maintain relationships with local doctors and
clinics that understand and support early return to work
and use evidence based
protocols - such as those
established by the American
College of Occupational and
Injury Management
Environmental Medicine
Coordinators oversee claims to (ACOEM) - to benchmark their
treatment outcomes and
ensure injured employees
utilization.

receive the care they need and
are able to return to work as
soon as possible.

Duties of an IMC
IMCs are responsible for helping injured employees
return to work as soon as possible, even if it’s on
modified duty. This is the most effective strategy that can
be taken toward the employee’s recovery and goes a
long way in avoiding lost time expenses. Returning to
work is a great form of therapy, preventing injured
workers from becoming isolated and developing a selfimage that is defined by their injury. Furthermore,
returning to work prevents injured employees from
inadvertently losing their group health eligibility. The
return to work process is all about good
communications, especially in-person when possible.
The coordinator is also responsible for creating and
maintaining official case records and corresponding with
insurance carriers - especially the claims adjuster.

This is a sample document provided by TPG Insurance Services

This individual will be
responsible for developing
policies and procedures, as well
as other written materials, to
support the program; they must
also create and facilitate training
for supervisors and workers on general workers
compensation issues and processes. Lastly, the IMC
must periodically review, evaluate and update the
workplace injury management system.
Selecting or Hiring an IMC
The day-to-day tasks of an IMC will vary based your
company’s size and type of business. Many companies
find it sufficient to name an existing employee to this
position. In many cases, the tasks of an IMC will mesh
well with the duties of your existing human resources or
operations departments. In larger companies, hiring a
designated IMC may be advisable. Regardless of
whether your IMC will have other job duties or not, you
should have two major expectations for the person you
name to this position. First, the best candidate will

7

already have strong interpersonal and communication
skills along with an extensive knowledge of your industry
or specific business. Second, the candidate will need
time and resources to develop knowledge of specific
workers’ compensation issues related to workers’ health.
If this candidate has other duties in your organization,
you will need to define priorities and possibly shift some
responsibilities to the other staff.
While you may already have someone informally serving
in this position by facilitating basic paperwork and
communications with injured employees, it is important
that their role is clearly defined. If an informal IMC is not
given the time or resources to adequately manage their
responsibilities, their ability to handle claims can suffer
resulting in lost time and additional expenses.
When evaluating specific candidates, make sure they
are effective communicators that possess a high-level
understanding of your organization’s structure and
culture as well as a detailed knowledge (that may need
to be developed) of the task-level operations that occur
in the business.
Training a Successful IMC
A successful IMC needs both start-up and ongoing
training on various topics to be successful at this
complex and vital role. It’s crucial this individual
maintains an ongoing knowledge of workers’
compensation issues, legislation and topics. They must
also maintain an ongoing relationship with community
resources (such as bilingual education programs,
substance abuse and mental health centers, etc.). Your
medical provider or local hospitals are a good starting
point for identifying these resources. More broadly, IMCs
should develop a clinic relationship, Return to Work
program and hiring support to avoid future claims.
Continued Value
The processes surrounding employee injury require
continued monitoring and support to ensure that
employees return to work as soon as possible, allowing
claims to be closed quickly. IMCs may require an
investment to train and establish, but in the long run will
provide valuable cost savings to your company.

Comp Insights is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal counsel or an insurance professional for appropriate advice. © 2011 Zywave, Inc. All rights reserved.
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TPG Insurance Services
Your Workers’ Compensation Partner

Establishing a Clinic Relationship
Chances are your organization has a process for making
significant purchases. But does that process include
medical care for injured employees? Probably not.
Without any guidance, your injured employees may seek
care from their family doctors or other general
practitioners in your health care network. However,
these care providers may not be optimally qualified to
treat occupational injuries.
By partnering with an
appropriate medical provider you
can improve injured employees’
access to occupational health
care and enhance the
effectiveness of their treatments.
You can also reduce your
workers’ compensation costs by
returning employees to
productive work as soon as
possible.

general medical community. Your company needs to find
and partner with medical providers that share the
following characteristics:


Occupational health delivery and injury management
are among their core practice areas.



Their mission and vision support your goals of
keeping your employees
safe, healthy and on the job.

Choosing the Right Provider
Relying on the credentialing process of your group
health network may not be enough to assure your
employees are receiving the best occupational medical
care. Just because a provider is credentialed through a
network doesn’t mean that they are best qualified to treat
workplace injuries.
Without a pre-arranged plan, your employee may end up
with a medical provider who does not give adequate
consideration to a work-focused physical examination.
You want a provider who will establish causation for the
injury and develop a treatment plan to achieve maximum
medical improvement in the shortest period of time.
The key is to recognize the important differences
between the occupational health delivery system and the

This is a sample document provided by TPG Insurance Services



They use evidencebased protocols, such as
those established by the
American College of
Occupational and
Environmental Medicine
(ACOEM), to find the
optimal treatments and
outcomes for your
employees, and to
benchmark and monitor
treatment outcomes and utilization.

Establishing a relationship with
the right clinic allows you to
stay more involved in the
recovery process after a workrelated injury.

Early Return to Work
In recent years, the frequency of workers’ compensation
claims has declined, yet workers’ compensation costs
continue to climb. Medical, lost time and other claim
costs continue to trend higher despite employer safety
initiatives and persistent government efforts at policy
reform.
Partnering with the right medical provider is one way to
combat this trend. Study after study has shown that
workers who return to work within three or four days are
much less likely to file lost time claims than those with
longer absences. Providers who understand this
important dynamic – and who make prompt
recommendations for returning employees to work with
any appropriate restrictions - are your primary allies in
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keeping claim costs down.
Your relationship with medical providers will help you
control costs in several specific ways – some of which
may not be obvious:


Employees will return to work sooner, thus keeping
the claim “medical-only” in many cases. Medical-only
classification rules vary by state, but this has a
significant impact on the workers’ compensation
modification factor.



The medical-related costs of the claim will be
reduced because the treatment plan is more
effective.



The indemnity-related costs of the claim (the
payments associated with lost time) will be reduced
because the treatment plan results in the employee
returning to work sooner, or on modified duty.



Your employees will be more likely to approach an
approved occupational medical provider with a
positive attitude and expectations. This decreases
the potential for a “malingering” claim and potential
litigation.

Implementation
Developing a relationship with the proper provider may
seem daunting, but with a little forethought you will be
able to build a successful relationship that will offer
continued benefits. To begin:
Develop a contact list of medical providers: Once you
have your list, contact the providers by phone. Get the
names of the medical director, clinic director, business
manager or clinic marketing staff. Don’t be intimidated by
communicating with medical professionals. Most clinics
are eager for new business and will be more than willing
to discuss options with you.
Qualify Providers: The purpose of your visit to the
provider is two-fold: you want to share more information
about your company, its operations and its Return to
Work program goals, and you want to learn if this
provider will meet those goals. It is a good business
practice to qualify medical services vendors the same
way you would qualify the vendors of any other
important products or services your business needs. In
your discussions with a clinic, be clear that your focus is
not to negotiate a deeply discounted fee schedule.
Instead, communicate that you are offering to provide

regular business to the clinic in exchange for their
commitment to certain requirements.
Execute Performance Agreements Between Selected
Providers and Your Organization: Once you have
conducted your evaluation of the clinics and selected the
one(s) that best suit your needs, it’s time to execute
clinic and employer performance agreements to define
your mutual expectations. These non-binding
agreements are simply a reminder to all parties of the
objectives of the relationship. You may need to negotiate
the finer details, but the general purpose of the
agreement should be acceptable to the majority of
practices.
Execute Return to Work Agreements with Employees:
After clinic and employer performance agreements have
been completed, you should execute a return to work
agreement with your employees. State law will
determine the level of autonomy your employees have
when choosing a provider. However, this agreement
helps ensure that your employees are informed of the
relationship your company has in place with medical
providers. It is important for employees to understand
that these providers were selected because they are
well-qualified to serve injured workers and the return to
work process. Even if you are in a state where
employees can select any physician, this agreement will
still alert them to the distinction between occupational
health medicine and general internal medicine.
Monitor Performance: With a strong clinic relationship,
you can expect improvements in several measurable
aspects of the return to work process. Look for:


A decrease in the various parameters measuring
average time between events



A decrease in the percentage of off-duty workers



A decrease in the number of lost workdays



A decrease in the indemnity portion of losses



A decrease in the number of injuries exceeding
expected disability duration

If you are not observing improvements, discuss the data
with the clinic to determine whether process changes
can improve the analytical measures.

This Work Comp Insights is not intended to be exhaustive nor should any discussion or opinions be construed as legal advice. Readers should contact legal counsel or an insurance professional for appropriate advice. © 2011 Zywave, Inc. All rights reserved.
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[INSERT MEDICAL GROUP NAME]
[INSERT ADDRESS]
[INSERT CITY, STATE, ZIP]
RE:

Patient – [Insert Employee Name]
Patient ID # [Insert ID #]

This letter authorizes [insert medical group] to provide necessary, initial medical care to [insert employee
name], a valuable employee of . The original incident occurred, and was brought to our company’s attention,
on [insert original injury/illness occurrence date]. On this date, [INSERT NARRATIVE OF WHAT HAPPENED
TO EMPLOYEE].
Although the company has not yet determined that this condition is work-related, a claims representative from
our insurance company will be contacting you shortly to discuss this matter. In the meantime, please forward
the bill for this initial visit to:
[INSERT INSURANCE COMPANY NAME]
[INSERT ATTN:]
[INSERT ADDRESS]
[INSERT CITY, STATE, ZIP]
would like to assist in the transition to full duty work for this employee. We are able to accommodate most
restrictions you believe fit to ensure a full recovery. This includes, but is not limited to, modified hours, duties
and flexibility to continue medical treatment.
Please complete the attached form, or your comparable version of this form, outlining any restrictions assigned
to this employee. Please understand that the ultimate objective is a return to full duty employment, and we ask
that you keep this in mind when establishing a treatment plan.
If our employee is unable to return to work immediately, please call . Should you have any questions or need to
review additional information, please contact me at .
Sincerely,

[Insert Name]
[Insert Title]

This is a sample document provided by TPG Insurance Services
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RETURN TO WORK EVALUATION FORM
To Be Completed by Medical Practitioner

Employee Name:
Date of Birth:

Date of Impairment:

Diagnosis:
Prognosis:

Please complete the following items based on your estimated clinical evaluation. Any item that you do not believe you can
answer should be marked N/A. has a return to work program for eligible employees, and this evaluation form will help us
determine this employee’s return to work availability.
In an eight-hour workday, patient can: (circle or X next to full capacity of each activity)
A. Sit

1

2

3

4

5

6

7

8

(hours)

B. Stand

1

2

3

4

5

6

7

8

(hours)

C. Walk

1

2

3

4

5

6

7

8

(hours)

Note: In terms of an eight-hour workday:

Not at All

Occasionally = 1 to 33 percent of the day
Frequently = 34 to 66 percent of the day
Continuously = 67 to 100 percent of the day
Occasionally

Frequently

Continuously

Bend/Stoop
Squat
Crawl
Climb
Reach Above Shoulder Level
Crouch
Kneel
Balance
Push/Pull
Carry:
Up to 10 lbs.
11-24 lbs.
25-34 lbs.
35-50 lbs.

This is a sample document provided by TPG Insurance Services
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51+ lbs.

Lift:

Not at All

Occasionally

Frequently

Continuously

Up to 10 lbs.
11-24 lbs.
25-34 lbs.
35-50 lbs.
51+ lbs.
Patient can use hands for repetitive action, such as: (indicate YES or NO)
Simple Grasping

Firm Grasping

Fine Manipulation

Right

YES

NO

YES

NO

YES

NO

Left

YES

NO

YES

NO

YES

NO

Patient can use feet for repetitive movements, as in operating foot controls, walking, etc.
(circle YES or NO and total number of hours repetitive movements are allowed in each workday)
Right

YES

NO

1

2

3

4

5

6

7

8

Left

YES

NO

1

2

3

4

5

6

7

8

Both (simultaneously)

YES

NO

1

2

3

4

5

6

7

8

Restriction of Activities
Involving:

None

Mild

Moderate

Total

Unprotected Heights
Operate Moving Machinery
Temperature Changes
Operating Forklifts
Driving Automobiles
Dust, Fumes & Gas Exposure
Can the patient perform some type of work? YES
If so, how many hours per day?

1

2

NO
3

4

5

6

7

8

How long is the patient’s impairment expected to last?
Do these restrictions apply to activities outside of working hours? YES

NO

If no, explain:
Physician Name/Date Completed (Print):
Physician Signature/Phone Number

/
/

This is a sample document provided by TPG Insurance Services
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Work Program Flow Chart (Post-Incident)
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Return to Work Program

Helping you get back in the swing of things
Workplace accidents are unfortunate
events that can disrupt both your
physical and financial well-being. In the
event of a work-related accident, our
return to work program will help you
transition back into a productive role as
you recover from your injury.
If you are injured as a result of your job,
the return to work program is designed
to get you back on your feet and return
to your job as soon as possible. You
benefit from the program in the
following ways:
•

•
•
•

•

•

•

Perform meaningful work
despite your physical
restrictions while recovering.
Maintain your income level.
Retain your status within the
company.
Avoid the monotony associated
with long periods of home
recovery.
Stay updated on important
company announcements,
events and meetings.
Maintain your body’s strength
and help return to your preinjury strength and condition
level.
Accelerate your recovery
process.

you to maintain a certain level of activity
within your physician’s prescribed
restrictions. Modified duty work
combined with physical or occupational
therapy is the best method for moving
you along on the road to recovery.
In addition, modified duty is crucial to
your successful return to your regular
job after an injury. We have identified
numerous modified duty positions within
our organization. These positions will be
considered when accommodating
temporary work restrictions.
If you have been injured on the job, we
will attempt to place you in one of the
modified duty positions in our job bank
as soon as we receive a return to work
release form from your doctor. You will
be placed in the position that best falls
within your temporary work restrictions.

Modified Duty
Modified duty work is an important part
of
the
processprovided
that allows
This
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a sample document
by TPG Insurance Services

Be safe and healthy on the
job at with these helpful
tips provided by TPG
Insurance Services.

“The return to work
program is
designed to get you
back on your feet
and return to your
job as soon as
possible.”
This flyer is for informational purposes only and is not
intended as medical or legal advice.
© 2004-2010, 2017 Zywave, Inc. All rights reserved.
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