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Sample Return-to-Work Procedure

Number

PROCEDURE

Effective: Topic: Safety and Timely
Return to Work

Approved by:

Director, Human Resources

For the purposes of this Procedure, the term "Supervisor” refers to an employee’s immediate superior and includes the
position titles "Supervisor”, "Manager", "Director”, and "Executive Director”.

PURPOSE:

To provide a consistent and effective approach for treatment to an injured employee.

STATEMENT:

To ensure everyone is clear on the processes and on the expectation that safe and timely Return-to-Work

is a priority that benefits both the employer and employer. Your RTW program can only work if it is known
and understood by everyone.

ROLES AND RESPONSIBILITIES:

Employer
« Provide safe working conditions and enforcing safety rules to prevent injuries from occurring
Support the education, promotion and communication of the Return-To-Work Program
Ensure early reporting of injuries
Promote same day physiotherapy assessments for all musculoskeletal injuries
Ensure that first aid assistance is provided to any injured worker
Ensure incident investigation with appropriate documentation is completed ASAP following injury
Review incident investigation reports and addressing any work-related issues;
Actively communicate with the WCB, injured employee and healthcare providers during the
recovery period
e Assist in developing Return-To-Work Plans for individual injured workers with input from the
worker, health care provider(s), union/worker representative (if applicable) and the WCB

DR

Employees:
«  Work safely to avoid injury
Report accidents and near misses immediately
Report symptoms of potential injury as soon as possible
Follow prescribed health care treatment plan
Attend all medical and rehabilitation appointments
Working toward returning to productive employment
Participate in the development of the individual Return-To-Work Plan
Advise their supervisor immediately of any changes in circumstances during the return to work
process
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*  Actively communicate with supervisor, WCB and healthcare providers during the recovery period.

Joint Occupational Health and Safety Committee(JOHSC):

« Assisting in the planning and development of the overall workplace Return-To-Work Program

* Encouraging safe working conditions and recommending safety rules to prevent injuries from
occurring

e Participating in incident investigations

*  Supporting recommendations stemming from accident investigations.

STEPS:

1. Employee reports injury to supervisor immediately. If the injury is severe enough that the
employee can not return to work the injured worker and Supervisor completes the WCB injury
form 6/7 and submits to WCB

2. Supervisor immediately sets up an appointment for an abilities assessment of the injury with a
Physiotherapy Clinic. The appointment should be set up for the same day of injury if possible.

3. The Supervisor will request from the physiotherapy clinic that the initial abilities assessment be
faxed to the WCB and workplace.

4. The Supervisor will review the abilities assessment and identify opportunities for appropriate
meaningful work for the injured worker.

5. The supervisor will inform the WCB of any opportunities that exist to accommodate the recovery
period. If the supervisor is unable to find appropriate work for the injured worker, the employer will
inform the WCB adjudicator that he/she is unable to find appropriate work for the injured worker.

6. Based on the information provided to the WCB, the WCB will communicate opportunities to the
injured employee and supervisor and facilitate a safe and timely return to work plan




