




RETURN TO WORK (RTW) POLICY & PROCEDURES
OF THE ORLAND CEMETETY DISTRICT

Policy Statement:
The Orland Cemetery District is committed to providing a healthy and safe workplace for our workers. Preventing work-related injuries and illnesses is our primary goal.

Our Return-To-Work program provides opportunities for a worker who is injured on the job to return to work at full duty. If the worker is not physically capable of returning to full duty, the program provides opportunities to perform the regular job with modifications or, when available, to perform alternate temporary work that meets the worker's physical capabilities. 

The Orland Cemetery District and its workers are committed to co-operating and participating in their RTW Program.

Scope:
The RTW Program applies to all workers of the Orland Cemetery District, and management.  The program covers both work and non-work-related injuries and illnesses. 

Objectives:
· To reduce the number of days lost to injury or illness.
· To lessen the financial and emotional impact of the injury or illness on the worker by intervening for an early and safe RTW 
· To reduce the costs related to work and non-work-related injury or illness.
· To educate workers on disability management
· To comply with all legislation, including the Workplace Safety and Insurance Act and Human Rights Code
To reduce the number of future injuries and illnesses through a healthy and safe workplace.

Roles and Responsibilities:
· Employer 
· Worker 
· Worker’s supervisor
· Worker’s treating health professionals
Person responsible for coordinating the RTW process (this could be a Return-to-Work Co-coordinator) 



Employer Responsibilities:
· Provide a safe work environment.
· Promptly report work-related injuries/illnesses to the WSIB when they occur.
· Develop written return to work policies and procedures that are fair and consistently applied to all workers covered by the program. 
· Educate all workers about the RTW program.
· Train all supervisors in effective return to work strategies.
· Train workers on proper reporting of incidents and incident investigation.
· Communicate regularly with workers during their time away from work and monitor their progress when they return.
· Work with the worker and treating health professional to identify suitable work.
· Modify the workplace as required to accommodate workers who are disabled due to illness or injury. 
· Monitor the progress of workers in modified work programs and meet with them regularly to ensure they will be successful in achieving their return-to-work goal. 

Worker Responsibilities:
· Know and follow safety policies and procedures. 
· Report any injury/illness immediately. 
· If medical attention is necessary, inform the treating health professional that return-to-work opportunities are available in the workplace to accommodate their physical abilities. Keep the treating health professional informed about return-to-work options and injury/illness symptoms.
· Communicate with the employer through the recovery period and cooperate with the employer in finding suitable employment for return to work.
· Inform the Return-to-Work Coordinator or other workplace representative(s) about any concerns with treatment, benefits, work duties, changes in circumstances, etc.
· Comply with the recommendations of treating health professionals; attend all medical or rehabilitation appointments regularly; attend independent assessments as requested.
· Take an active role in developing their return-to-work plan.
· Obtain the necessary documentation from the treating health professional as may be required by the employer (for example, functional abilities information)
· Report any concerns with the return to work to the supervisor or to the WSIB case manager, so the problems can be addressed promptly.
· Attend scheduled return to work progress meetings with the employer/supervisor. 








Supervisor/Manager Responsibilities:
· Take appropriate action when an injury or illness is reported.
· Participate in return-to-work planning.
· Identify appropriate work duties, transitional work options and temporary or permanent job accommodation for employees with disabilities.
· Know who to refer a worker with a disability to if the worker is having difficulties before, during or after they return to work. For example, the workplace Return to Work Coordinator.
· Monitor safe work practices of workers who are returning to work.
· Answer co-workers’ questions and concerns about workers with disabilities, job modifications, job restructuring, etc., being careful to maintain the confidentiality of the worker’s situation.
· Notify the Return-to-Work Coordinator about potential candidates for the disability management or return to work program.
· Promote safe work practices and support the efforts of the company’s health and safety program.

Responsibilities:
· Provide education to workers and employers.
· Actively case manage and monitor activities, progress, and co-operation of the workplace parties. 
· Maintain communication with the employer, the worker, and their treating health professional throughout the RTW process.
· Determine the suitability of employment and fitness to return to work. 
· Encourage and actively assist the worker in their successful RTW.
· Determine compliance with re-employment and co-operation obligations.
· Provide RTW resources that the workplace parties may choose to access.
· Provide Labor Market Re-entry services.
· In cases where the workplace parties are having trouble achieving a successful RTW outcome, 
· Assist workplaces to problem solve workplace issues that present an obstacle to successful RTW. 
· Facilitate communication between workplace parties, health professionals, unions, and other interested parties.
· Obtain commitment from the worker and employer on the RTW plan and process.
· Attempt to resolve disputes that are preventing a successful RTW outcome.




Treating Health Professional Responsibilities:
· Provide appropriate, effective health care that facilitates recovery and expedites return to productive work. 
· Provide information on the worker’s functional abilities when requested by the company, or the worker.
· Complete functional assessment forms thoroughly, being alert to job demands that might cause re-injury or aggravation of an existing condition.
· Suggest ways in which tasks could be modified to place less strain on existing injuries or conditions.
· Establish and maintain open communication with the workplace, having regard for patient confidentiality.

Procedures and Process:
1. A worker who is injured at work must immediately report the incident to their supervisor.

2. The supervisor is required to:
· Obtain immediate medical attention for the worker who is injured or ill.
· Arrange for transportation to get medical care, if needed.
· Follow company requirements for reporting work-related injuries and illnesses.
· Complete an incident investigation report.
· Maintain contact with the worker through the recovery period.

3. The employer and worker will work together to plan RTW.

4. The worker is responsible for following medical restrictions on the job.

5. Following the worker’s return to work, the supervisor or the RTW coordinator monitors the worker’s progress, to help resolve any difficulties and ensure that restrictions are carefully followed.

6. The worker must immediately report any difficulties performing assigned work, at which point, the supervisor and worker will work to address the problem.








Communication Training and Implementation:
 A worker who is injured at work must immediately report the incident to their supervisor.

7. The supervisor is required to:
· Obtain immediate medical attention for the worker who is injured or ill.
· Arrange for transportation to get medical care, if needed
· Follow company requirements for reporting work-related injuries and illnesses.
· Complete an incident investigation report.
· Maintain contact with the worker through the recovery period.

8. The employer and worker will work together to plan RTW.

9. The worker is responsible for following medical restrictions on the job.

10. Following the worker’s return to work, the supervisor or the RTW coordinator monitors the worker’s progress, to help resolve any difficulties and ensure that restrictions are carefully followed.

11. The worker must immediately report any difficulties performing assigned work, at which point, the supervisor and worker will work to address the problem.

12. The worker must immediately report any difficulties performing assigned work, at which point, the supervisor and worker will work to address the problem.

13. An evaluation of our RTW program will be completed at the end of each year.  The RTW coordinator for our company will complete the evaluation and present it to senior management. The purpose of the evaluation is to determine if we are meeting the objectives of the program. Also, each worker and supervisor who has been through the RTW process will independently complete an evaluation at the end of the return to work.

We are committed to using the results of our evaluation to improve our program.     

No-Retaliation and Non-Discrimination:
The Orland Cemetery District is committed to maintaining a workplace free from retaliation and discrimination. No employee shall be retaliated against, discriminated against, harassed, disciplined, or otherwise subjected to adverse employment action for:
· Reporting a workplace injury or illness;
· Filing or intending to file a workers’ compensation claim;
· Requesting a return-to-work opportunity;
· Requesting reasonable accommodation for a disability or medical condition;
· Participating in the interactive process to obtain reasonable accommodations; or
· Participating in any aspect of the Return-to-Work (RTW) program.
This protection applies regardless of whether the requested accommodation or return-to-work assignment is ultimately granted.
Any employee who believes they have been subjected to retaliation or discrimination in violation of this policy should immediately report the concern to their supervisor, the Return-to-Work Coordinator, or the District Administrator. All complaints will be promptly, thoroughly, and impartially investigated. Any individual found to have engaged in retaliation or discrimination will be subject to appropriate corrective action, up to and including disciplinary action.
The District strictly prohibits retaliation against any employee who raises a good-faith concern or participates in an investigation under this policy.
Training and Recordkeeping:
The Orland Cemetery District will ensure that all Return-to-Work-related documentation is properly maintained in accordance with applicable confidentiality and record retention laws.
All RTW-related documentation, including but not limited to medical certifications, work status reports, accommodation requests, interactive process documentation, modified duty assignments, and program evaluation materials, shall be securely retained by the Return-to-Work Coordinator or designated administrator. Medical information shall be maintained in separate confidential files and accessed only by individuals with a legitimate business need, consistent with applicable state and federal privacy laws.
Records will be maintained for the legally required retention period and will be available for audit, compliance verification, or legal review as required by law.
The District will also ensure supervisors and employees receive appropriate training regarding:
· Injury reporting procedures,
· The Return-to-Work process,
· The interactive accommodation process,
· Confidentiality requirements, and
· Anti-retaliation protections.
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Policy Reviewed and Adopted on:  October 14, 2025 and revised on February 10, 2026.


Vote:

Ayes:  ( 3 )	Donnelley, Tefelski and Beale.

Nays:  (   )

Abstain:  (   )


______________________________________	___________________________
Staci K. Buttermore, Secretary 			Rick Beale, Chairman
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Dear Health Care Provider,

Thank you for providing treatment to our worker. We recognize the benefits a Return to Work (RWT) program provides for both the worker and our organization.

Our approach is to focus on our employee’s abilities, while recognizing any identified limitations.  Where appropriate, we will offer modified or alternative work that assists recovery, and the worker can perform safely and effectively without placing them or other workers at undue risk.  This approach helps to protect the employment relationship, improve morale, assist in overall recovery, and can assist in reducing the worker’s income loss. 

We commit to ensuring our workers work within their identified abilities and limitations.  Recognizing this, kindly provide a copy of the Functional Abilities form to our worker for immediate consideration of suitable modified or alternative work. 

We thank you for your assistance and cooperation in facilitating the worker’s recovery and return to work.  Should you have any questions, please contact the Manager of the Orland Cemetery District at (530)-865-3880 or orlandcemdist@gmail.com.
	
Yours Sincerely,



Manager,
Orland Cemetery District

















State of California, Division of Workers' Compensation Retraining and Return to Work Unit Physician's Return-to-Work & Voucher Report Instructions For injuries on or after January 1, 2013 DWC - AD 10133.36 Who is responsible for filling out this form? The first physician who finds that the disability from all conditions for which compensation is claimed has become permanent and stationary (or has reached maximum medical improvement) and finds that the injury has caused permanent partial disability. The physician can be the primary treating physician, a Qualified Medical Evaluator, or an Agreed Medical Evaluator. What is the purpose of this form? The purpose of the form is to fully inform the employer of the work capacities and activity restrictions resulting from the injury that are relevant to potential regular work, modified work, or alternative work. The information contained on the form is for voucher purposes and is not considered in any permanent impairment rating or any permanent disability indemnity. Is this a mandatory form? This is a mandatory attachment to the first medical report finding that the disability from all conditions for which compensation is claimed has become permanent and stationary and that the injury has caused permanent partial disability. This form should be attached to a comprehensive medical-legal evaluation and does not replace such comprehensive medical-legal evaluations. When does the form need to be completed? This form does not need to be completed until all conditions for which compensation is claimed have become permanent and stationary. If the employer or claims administrator has provided the physician with a job description providing physical requirements of the employee's regular work, proposed modified work, or proposed alternative work, the physician shall evaluate and describe in the form whether the work capacities and activity restrictions are compatible with the physical requirements set forth in that job description. The bottom portion of the form does not need to be completed if the physician has not been provided with a job description. Completing the employee's work restrictions: The physician should indicate work restrictions in terms of how many hours a particular activity can be performed during an 8-hour workday. For hand restrictions, the physician should indicate whether the restrictions are for the right hand, left hand, or both. Other Restrictions can include psychiatric restrictions, chemical exposure, use of equipment, or any other restrictions. The space can also be used to further clarify or explain any of the checked restrictions. How does the employer receive the form? The claims administrator shall forward the form to the employer. 
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