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Safety and Claims Management

Human Resources Management Division

P.O. Box 80283

Seattle, WA  98108

(206) 296-0510






     
(206) 296-0514 FAX                                              




     

Re:
Transitional Duty 
Enclosed for your review is a copy of a       that was approved by your treatment provider indicating clearance for you to perform a Transitional Duty Assignment (TDA).  Your treatment provider has released you to this temporary assignment effective      .

Based on this release, you are expected to report to work on       at      .   Your schedule will be from       from       to       as you are cleared for       hours of TDA.  You will be reporting to       of the Department of      ,      , located in the      .        can be reached at (206)      .  Please call in advance for dress code guidelines or any other questions you may have. 

You will be paid your regular wage, unless you do not report to work.  If you are unable to report to work for this assignment for any reason, please contact your Disability Services Specialist (Carol Gordon, (206) 296-4998).
Transitional Duty Assignment - Instructions for Employee

1. Employee Initial______Clarify the following information with the supervisor of your alternative duties:

· Job duties/responsibilities, scheduled work hours, and any work rules specific to the TDA
· The duration of the assignment and Time Sheet – instructions for completing and due date

· Who to contact if you will be unavailable for work

2. Employee Initial______ While working a temporary TDA, all work rules regarding attendance, sick leave and vacation apply as outlined in your labor agreement.
3. Employee Initial_______Notify the supervisor of your alternative duties if you are unable to perform your duties for any reason, for example, sick leave or injury treatment appointments.  Be sure to provide medical verification for sick leave as applicable with the conditions stated in your labor agreement. 
4. Employee Initial_______All time off, including vacations, must be arranged with your TDA supervisor, and Manager/Section Supervisor.  You must also notify your TDA supervisor of all pre-approved vacations on the first day of your assignment. 
5. Employee Initial_______When the TDA ends, contact the Job Placement Specialist at (206) 296-4994 for a new assignment, unless you are released to return to your regular job.  If released for your regular job or if your restrictions change, you are required to notify your Section Supervisor, and your TDA Supervisor the day of the change.  If released to your regular job you will report to your regular Manager/Section Supervisor.  Be sure to forward all medical release paperwork to your Claims Officer.  The assignment will not exceed a period of six months (without authorization from Solid Waste Human Resource Management)
6. Employee Initial_______I agree to actively seek treatment and comply with the treatment plan of my medical provider for the duration of my transitional duty assignment.  I acknowledge that failure to do so may affect the availability of this assignment.  Employee Initial________Your section supervisor or TDA supervisor will provide you with a "Return to Work Job Injury Time Sheet" for reporting your work hours to your timekeeper.  Your TDA supervisor will be responsible for signing your time sheet.  Please help ensure that the time sheet is faxed no later than the Monday following the end of the pay period.  Failure to process time sheets accordingly could result in a delay of pay.
7. Employee Initial________If you need an accommodation at the alternative worksite please contact the Job Placement Specialist for assistance.  The phone number is (206) 296-4994.
Employee signature





Date
Transitional Duty Assignment - Instructions for Supervisor
You are being provided with an Employee who is released to perform a Transitional Duty Assignment (TDA).  The Employee’s job duties and/or work restrictions are enclosed.  Please be sure the worker does not work outside of these duties or restrictions.  This Employee will report to you for the duration of the assignment.  Listed below are some important guidelines concerning managing/supervising an Employee working a TDA.
1. Meet with the Employee at the start of the assignment to discuss: (If you are not the person who will be supervising the Employee on a daily basis, include that person in the meeting).
· Work hours and job duties/responsibilities

· Dress code and/or proper attire
· Any work rules specific to the assignment
· The duration of the assignment

· Time Sheet – instructions for completing and due date

· Who to inform if the Employee will be unavailable for work
2. Have Employee initial and sign page one and return the original document to Safety and Claims.

3. Time sheets should be verified by the person providing direct supervision.  The time sheet should be faxed to their timekeeper no later than Monday following the end of the pay period.  The time will be attached to the initial email from the Job Placement Specialist.  
4. The Employee is to provide medical verification for sick leave as applicable to the conditions stated in their labor agreement.  Document any unexcused absences to the Manager/Section Supervisor and instruct Employee to write a note to their Manager/Section Supervisor with a “cc” to yourself explaining reason for absences.
5. If the Employee notifies you that they are unable to continue performing their assignment, inform the Job Placement Specialist, and the Employee's Manager/Section Supervisor immediately.
6. The Employee is governed by their labor agreement.  (Please document any/all performance issues and inform their Manager/Section Supervisor immediately by e-mail with a copy to the Disability Services Specialist and Job Placement Specialist.

7. At the end of the assignment, instruct the Employee to contact the Claims Officer.  Notify the Job Placement Specialist, Disability Services Specialist and the Manager/Section Supervisor as far in advance as possible that the assignment is ending.  If the Employee is released to return to regular duties, instruct them to report to their Manager/Section Supervisor and notify the Disability Services Specialist.

Respectfully,

Brittany Hagen
Job Placement Specialist
(206) 296-4994
cc:
Employee’s File (Safety & Claims)-Deanne Edwards

Employee’s Section Supervisor-

TDA Supervisor-

Kimberly Theilman-SWD Human Resources 
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