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Are you aware of the financial benefits of an 
effective return to work program? 
The data is crystal clear: the longer an injured employee is away 
from work, the more it will ultimately cost the employer. We will 
help you implement a robust return to work program that 
provides employees with appropriate care and facilitates quick 
recovery. 

What documentation is needed for a successful 
return to work program? 
Documentation is a key aspect of return to work. We have all 
the forms necessary to document and communicate every step 
of the process.  

How do you communicate your return to work 
program to employees? 
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. 
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Return to Work Policy 
Prepared by: LaPorte 

LaPorte Client  

Location: _________________  

Effective Date: May 6th, 2014 

Revision Number: 2 
 
PURPOSE 
This policy is in place to ensure LaPorte Client 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 non-work 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 LaPorte Client 
permits multiple 90-day assignments back-to-back if it is medically warranted. 

- Alternate duty is a part of LaPorte Client’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 
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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 LaPorte or legal counsel to address possible compliance 
requirements. 
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RETURN TO WORK PROGRAM  

 A Comprehensive Guide to Developing an Effective Plan 
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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 LaPorte Client 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 LaPorte Client’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: LaPorte Client’s Return to Work Program is in place to accommodate injured 
workers by identifying new duties or modifying jobs to meet their physical capacities and respect doctors’ 
restrictions. 
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