Return to Work Procedures

2.0 Communication
Purpose
The purpose of this procedure is to provide guidelines for early communication between an injured/ill employee and a supervisor.

Early Communication

Early communication between a supervisor and an absent employee is essential to the success of the disability management programs early intervention strategy.  

Based on the extent of the injury/illness an employee may not be able to return-to-work for a period of time. The Functional Abilities Form completed by the physician will provide information on the expected duration of time the employee should be off work and what further treatment is required.

Supervisors must:

· Contact any injured or ill employees by phone the day following being notified of a workplace injury or on the fourth day following a non-occupational absence of more than 3 days to:
· Convey genuine concern for the employee and find out what the employees needs are related to RTW.

· Make the employee aware of the program and its benefits.

· Clearly outline expectations of the employee in the DM program, particularly around participation and communication.
· Invite the employee to contact the supervisor anytime with questions or concerns.

· Contact the employee on a weekly basis by phone or in person to discuss progress and share information about the workplace.

Injured/ill employee must:

· Share relevant information about how the injury or illness is impacting their abilities to work and any specific needs they are aware of from their healthcare professional that might assist with a fast and safe return-to-work.
Confidentiality

It is understood that confidentiality is an integral component of the disability management program.  An employee’s right to confidentiality will be respected. Any medical information obtained by the organization through this program will be used solely for the purpose for which it was provided. Medical information obtained through the program will be kept in a locked, secure location apart from the employee’s personnel file. 

Except for information required to adjudicate entitlement to benefits, information requests will be limited to information concerning the functional abilities of the employee. The intent of obtaining this information is to assist in enabling the work site to be used as part of the treatment and to aid in arranging an early and safe return to work.

Where it is determined to be necessary to share information with a third party, the third party will be required to follow this procedure and ensure the confidentiality of our employees. The information may only be used by the third party for the purpose it was provided. Functional abilities information may be shared with the appropriate supervisor to enable RTW plans to be developed.
Confidentiality agreements will be used as required to ensure confidentiality of all our employees is maintained.
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