
 
Return-to-Work Sample Policy 

This sample policy includes all necessary elements of a return-to-work policy. Additional information may be included as needed. 
 
[Organization name] has adopted this return-to-work policy with the intent of utilizing eligible injured workers in a 
productive capacity while they are recovering from an injury. The purpose of temporary modified duty is to provide 
a progression of job duties that will return injured workers to their regular jobs. 
 
The safety coordinator will be responsible for coordinating our return-to-work program. The designated 
alternate/backup coordinator will be [insert job title]. 
 
The attached return-to-work program should be followed when an employee sustains a work-related injury or 
illness. 
 
1. All injuries will be reported immediately to the employee’s direct supervisor, who will notify the designated 
coordinator. Injuries will be filed via the Internet, phone or fax to Pinnacol Assurance within 24 hours. 
 
2. The injured workers will seek medical attention from the one of the designated medical providers [insert 
medical providers’ names].   
  
In case of an emergency, the injured worker is to seek medical attention from the nearest medical facility. Follow-
up care must be coordinated through a designated medical provider. Pinnacol may not pay for medical expenses 
incurred by the injured worker, if he or she seeks unauthorized treatment from a non-designated medical provider. 
When possible, follow-up medical appointments are to be made before or after work hours. Time off for medical 
appointments will be treated consistently with other personnel policies. 
 
3. The injured worker should deliver a copy of the medical provider’s work-status report to the designated 
coordinator within 24 hours of the medical visit, if feasible.  
 
4. The designated coordinator is responsible for maintaining regular contact with the injured worker and the 
medical provider, and obtaining recovery status information and work restriction updates. 
 
5. The designated coordinator will maintain a list of modified duty tasks. Once the employer is ready to make a job 
offer to the injured worker, the coordinator sends the proposed tasks to the treating physician for approval, in 
accordance with the formal job offer process.    
 
6. During the modified duty period, the designated coordinator will provide to Pinnacol Assurance records of 
wages paid to the injured worker.  If the injured worker is receiving full wages during the modified duty period, the 
designated coordinator will provide Pinnacol a statement to that effect; no ongoing provision of pay records is 
then required. 
 
7. Modified duty will be allowed as long as it is realistic for the job to continue, or until the injured worker receives 
a release to full duty or reaches maximum medical improvement (MMI).    
 
8. The designated coordinator will monitor and document the injured worker’s performance while on modified 
duty. 
 
While on modified duty, the injured worker will be held to all existing personnel policies and will be responsible for 
maintaining acceptable performance standards as a condition of continued employment. 
 
Modified duty assignments are designed to be temporary and transitional in nature. They will be reviewed jointly 
by the supervisor, injured worker and relevant staff to address increasing work duties and overall performance.  
This will be completed at least once a month. 

 
_________________________________________                            _______________________ 
Employer’s Signature                                                                             Date 
          Updated: 2-2011 | Reviewed: 2-2011 

 


