
. Return to Work Process
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cess to helP emPloyees who require

accommodation to return to work.*

Step t. Initiate the leave and stay in contact with the employee

lf an employee needs to take a disability leave, s/he will inform his/her manager and human resources. The employee and

managei will maintain regular contact, with the employee's consent, to address any problems that may arise and facilitate the

return to work Drocess.

Step 2, Gather relevant information and assess individual needs

The employee and manager will work together to share information and find the most appropriate accommodation, for example:

Manager
. Provides the employee with return to work information
. Helps resolve any problems with treatment if requested to do so by the employee

. Maintains regular contact with the employee

. Ensures work practices are safe for retuming employee

. Assists with identirying accommodations

. Assists with analyzing the demands of each job task

Employee
. Gets and follows the appropriate medical treatment
. provides updates about their progress, including information about his/her functional ability to perform the job

. Provides his/her health care providerwith the return lo work information

Health care provider(s), union^^rorkplace representative(s) and health and safety professional(s) may also participate in the

process, if needed.

Step 3. Develop a return to work plan

After identirying the most appropriate accommodation, safety considerations and any transitional measures, capture the details in

a written plan.

Depending on circumslances, the employee may:

. retum to the original position

. return to the original position with accommodation(s) on a temporary or permanent basis

. return to an alternate position on a temporary or permanent basis

The return to work Dlan should be attached to the employee's individual accommodation plan.

Step 4. lmplernent, monitor and update the plan

After implementing the retum to work plan, the employee and manager will monitor and review the plan regulady to ensure that it

remains effective.lf the accommodation is no longer ippropriate, they will reassess the situation (step 2) and update the plan.

. This return to work process does not replace or override any other retum to work process created by or under any other statute.

It should not be taken as legal advice. You should contact a lawyer for advice for your particular set of facts or circumstances.
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Return to Work Plan

Confidential when completed

Title / Department.

Manager Information

Last Name

Title / Department

Retum to work plan start date (yyyy/mm/dd) Return to work plan end date (yyyy/mm/dd)

List any limitations the employee ixperlenceq as a result of hi€y'her disability, how it afiects difierent aePects of his/her job 8nd 8ny

accommodations or safety miaeures required to help the employe8 retum to work. Accommodations may include, but 9|€ not limit3d to:

. Modificd wolk houE/days

. Modified work locetion

. Modified iob requirements

. Assistive devlce(s)

.- Addilional support (e.g. colleagues helping with specifc tasks)

lf the measurrs will be Dhased in or out. include a start/end daie.

1. Limitation

Tasks/activities affected

Accommodation

Safety considerations
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gfiffi $ntft$ i . effi ffiete,,noCiffi 'n

Complete this seclion ifthe employee will not be retuming to his/her originaljob, The assignment to an altemate position may be temporary or

permanent.

Describe the new position

List any training requirements and safety precautions

e6-ffiiffilcil 
-,i.'.flliotes.,''.'.,,'.'

Use this sec.tion for any additional information (e.g. details of altemative work arrangemenb, budget code for accommodation costs, etc.)

Employee's Signature

Manager's Signature

Date (yyyy/mm/dd)

Date (yyyy/mm/dd)
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