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CAREWORKS INDUSTRIAL TRANSITIONAL WORK PROGRAM 

OBJECTIVE: 
 

To support members with the development, implementation and monitoring of an early 
transitional work program that is consistent with the Workers’ Compensation laws of California, 
MEMBER’s procedure, and all applicable collective bargaining agreements. 

PURPOSE: 
 

The purpose of a transitional work program is to return INJURED EMPLOYEEs to work as soon 
as possible, in a position that is within the medical restrictions outlined by the treating physician.   

 
The transitional work program is designed to allow employees to transition back into their usual 
and customary position with minor modifications or, in an alternative position that is at a level 
they are physically capable of performing until they can return to the regular position.   

 
DEFINITION OF TEMPORARY MODIFIED AND ALTERNATIVE WORK: 
 

Modified and alternative work assignments are temporary transitional assignments which assist 
the injured or ill employee in returning to work at a level they are physically capable of performing 
until they can return to their usual and customary position.  This type of work enables the 
employee to gradually resume their full-time duties as recommended by their primary treating 
physician. 

 
BENEFITS OF ESTABLISHING A TRANSITIONAL WORK PROGRAM: 

 
A. Modified work enhances both psychological and physical healing, thus shortening the period 

until the employee is returned to full capacity within their normal job.  Mental attitude and 
rehabilitation depend to a large extent on the employee’s attitude toward work, their 
supervisor, and the MEMBER.  If these conditions are tolerable, work is an excellent form of 
mental therapy and physical rehabilitation.  The employee moves from a disability focus to a 
work environment with a focus on their “abilities.” 

 
B. Statistics show the longer an employee stays off work, the less chance there is of them ever 

returning. Returning to a modified or alternate position benefits both the INJURED 
EMPLOYEE and the MEMBER. 
 
Employee Benefits: 

 
a. They maintain social connections, a productive mindset and sense of purpose. 
b. Aids in the healing process. 
c. Prevents physical deconditioning, which prevents additional complications and future 

injuries. 
d. Allows the employee’s skills and knowledge to be used as a resource for other 

employees.  
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Employer Benefits: 

 
a. Use the employee’s skills to assist, train, or do tasks that have been neglected. 
b. Reduced claim costs – the longer someone remains off work, the more a claim costs. 
c. Increased employee morale as they do not fear losing their job. 
d. Experience modification reduction. 
e. Reduced cost of hiring a substitute or replacement. 
f. Reduction in absenteeism and days away from work. 
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ROLE OF CAREWORKS 
 
CareWorks, the California Schools Risk Management JPA’s industrial transitional work program, is to 
assist MEMBERS with their industrial transitional work programs, by coordinating with the MEMBER, 
EMPLOYEE, PHYSICIAN, AND CLAIMS ADMINISTRATOR, and tracking employees working an 
alternate position or modified duty.   
 
CareWorks will meet annually with the MEMBERS’ designated occupational clinics to review the 
components of the MEMBERS’ transitional work program.   
 
How the Program Works: 
 

1. Following an examination, CareWorks will contact the primary treating physician (PTP) to:  
 

a) Confirm the appointment was kept. 
b) Determine if the employee can perform transitional work in a temporary modified 

position.  
c) If the INJURED EMPLOYEE missed the examination, contact the Claims Adjuster 

to have the INJURED EMPLOYEE rescheduled. 
 

2. If the INJURED EMPLOYEE was provided with work restrictions CareWorks will notify the 
MEMBER of the INJURED EMPLOYEE’s work restrictions and a link to the return-to-work 
platform via email. 
 

a) Once in the platform the MEMBER can accept or reject the ability to provide modified 
or alternate work. 

 
3. If the MEMBER can provide temporary transitional work, the INJURED EMPLOYEE will be 

sent a text and email instructing them to contact the person designated by the MEMBER. 
 

a) CareWorks and the Claim Adjuster will be notified of the decision. 
 

4. If, at any point in the process, the MEMBER can no longer able to accommodate or the 
INJURED EMPLOYEE no longer wishes to participate in the Program, the MEMBER is to 
notify the CareWorks return-to-work coordinator or WC manager and advise you are no 
longer able to accommodate. 
 

5. The process will continue following each medical evaluation until the employee reaches full 
duty or maximum medical improvement.  
 

6. CareWorks will maintain a log, which is accessible to the MEMBER showing the INJURED 
EMPLOYEEs, the start and end date of the modified duty program, restrictions, and 
limitations. 
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GENERAL RECOMMENDED PROCEDURES: 
 
AT TIME OF INJURY 
 
In addition to the reporting the claim and providing the required paperwork, provide the INJURED 
EMPLOYEE with the Transitional Duty Fact Sheet detailing the guidelines of participating in transitional 
duty and explain the process.  
 
FOLLOWING AN INJURY 
 
1. Follow up with the employee within 24 hours of initial medical treatment: 
 

 Provide support and encouragement for a quick recovery. 
 

 Alleviate concerns by welcoming them and briefly reviewing benefits of transitional duty. 
 

 Advise that the Claims Adjuster will handle their workers’ compensation claim and may 
contact them regarding their medical treatment. 

 
2. Instruct INJURED EMPLOYEE to provide an updated work status following each medical 

appointment to the person designated by the MEMBER.  
 

Developing a Transitional Job List – A modified job list of tasks that an injured worker can perform 
without causing additional injury or aggravation. Assignments will be based on list of appropriate job 
modifications within both certificated, classified and management positions.   
 
 
EVALUATING TRANSITIONAL DUTY 
 
1. Meet with the INJURED EMPLOYEE by phone or in person within one (1) working day to discuss 

the work restrictions/limitations provided by the PTP and determine if the employee can be 
accommodated.  
 

a. Document each interaction with the INJURED EMPLOYEE 
 

b. When possible, provide the INJURED EMPLOYEE with modified or alternate work within 
three (3) calendar days of injury. This will help to keep the claim designated as a Medical 
Only claim.   

 
2. Review the transitional/modified duty assignment with the INJURED EMPLOYEE and, when 

appropriate, the supervisor to confirm that the employee can perform the job. 
 

a. Provide a copy of the INJURED EMPLOYEE’s restrictions to the supervisor to ensure the 
INJURED EMPLOYEE is working within the restrictions. 

 
3. If an INJURED EMPLOYEE cannot be provided with modified duty within their department or at 

their site, the employee may be assigned to another department or site within their job classification.  
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4. If the INJURED EMPLOYEE refuses the temporary transitional assignment, inform the INJURED 
EMPLOYEE salary continuation (temporary disability benefits) will not be paid as it is the same as 
the INJURED EMPLOYEE refusing to work.  Sick leave and other leaves will be subject to approval 
by either personnel or payroll. 
 

5. Once an employee has reached maximum medical improvement (MMI) if there are permanent 
restrictions, the member shall conduct an accommodation meeting with the appropriate stakeholders, 
e.g., the INJURED EMPLOYEE, the Classified or Certificated Personnel Director, and or the 
appropriate Director/Supervisor or Lead person. 

 
WHILE INJURED EMPLOYEE IS PARTICIPATING IN THE PROGRAM 
 

1. Keep Personnel and Payroll Services advised of INJURED EMPLOYEE’s work status to ensure 
the employee is being paid properly.  
 

2. On the first day of the temporary modified assignment:     
 

 If assigned to another department, introduce the INJURED EMPLOYEE to coworkers 
and ensure the employee is familiar with all the facilities. 

 Remind the INJURED EMPLOYEE and site supervisor of the importance of adhering to  
all work restrictions.  

 Remind the INJURED EMPLOYEE to contact risk management if they: 
 

i. are asked to work outside their restrictions 
ii. are uncomfortable with any part of the assignment 
iii. do not believe they can continue to work 

 
3. Check on the employee periodically to be sure they are comfortable. 

 
TIME LIMIT 
 
It is recommended that an INJURED EMPLOYEE remain on transitional/modified duty no more than 
ninety (90) calendar days if the restrictions are not lessening. Ninety (90) calendar days allows 
the injured worker to be evaluated twice while working. 
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CONSIDERATIONS FOR TEMPORARY ASSIGNMENTS 
 
DEVELOPING A MODIFIED JOB LIST  
 
It is recommended that each MEMBER develop and maintain a modified duty job list of tasks that an 
injured worker can perform without causing additional injury or aggravation. Assignments will be based 
on list of appropriate job modifications within both certificated, classified and management positions. 
Below are some recommendations based on the   
 
LIST OF JOB FAMILIES 
 
Classified Job Families 
 
 Clerical, Fiscal & Related Classes 
 Instructional Classes 
 Food Service Classes 
 Custodian & Maintenance Classes 
 Transportation  
 Administrative, Management & 

Confidential 
 
 

Certificated Job Families 
 
 Regular Education Teachers 
 Special Education Teachers 
 Other/Permit Teachers 

o RSP Teachers 
o Music Teachers 
o PE Teachers 

 School Nurses 
 Psychologists 
 Administrators & Management 

 
Classified: 
 

General Site Safety - The supervision or monitoring of playgrounds, cafeterias, restrooms, 
buildings, lobbies, parking lots, vehicles, buses, field trips escorts, setting and inspecting alarms, 
opening/closing buildings. 
 
General Supervision – Supervision of shops and maintenance departments, evaluation and 
updating of safety material and manuals, safety inspections and safety reports of work areas, 
review and training on safety material, employee training. 
 
Maintenance – General clean up, litter removal, graffiti cleanup, polishing of mirrors, railings 
and building accessories, testing and repair of sprinkler systems, shop clean up.  Clean school 
desks. 
 
Safety Work – Checking fire extinguishers, first aid kits, earthquake preparedness kit and plan, 
evacuation plans, and emergency response plan.  Check storage of any hazardous materials and 
chemicals.  Order safety supplies.  Develop checklists of supplies and expiration dates. Provide 
safety evaluation of crossing guards. Develop vehicle safety inspection plan. 
 
Custodial – Inspect and provide recommendations for bathrooms, cafeteria, kitchen and break 
rooms.  Light cleaning of school desks, dust, organize supplies. 
 
Inventory Control – Provide inventory of supplies (develop checklist if needed).  Order needed 
supplies. Check and label or re-label supplies and/or storage controls. Sort, organize and count 
shop items, office or classroom supplies. 
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Lead, Supervisorial, Managerial Classified: 
 

Administration – Check and organize microfilm records, inventory and label office supplies, 
update volunteer records for proper insurance and driving information, inspect volunteer cars for 
proper safety features such as safety belts, traction on tires and no cracks in windshields.  
Evaluate, update or develop office policies and procedures and training material for new hires.  
Analyze loss runs and provide summary of problems areas and recommendations to improve 
losses. 
 
General Duties – Answer phones, take messages, set appointments, shred confidential 
documents, purge outdated files. 
 

Certificated:  
 

Tutoring – Provide tutoring to a special needs child or general tutoring as needed.  Provide extra 
support to teachers to build up reading, writing or math skills as needed.   
 
Pre-Counseling – Aid school counselor by interviewing and contacting parents and children with 
behavioral or academic problems.  Document preliminary discussions, issues and 
recommendations.  Set appointments. 
 
Preview of Textbooks and Reading Material – Preview assigned reading material or material 
under consideration to ensure no errors or inappropriate content.  Generate report for textbook 
approval committee. 
 
Training – Provide training, mentoring and evaluation of student teachers, teacher aids or new 
teachers.  Evaluate classroom activities to identify improvement areas. 

 
Any Classification: 
 

Review Safety Films/Material – Clean tapes, review material and make recommendations for 
accident prevention and updating of material and manuals 
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SAMPLE FORMS AND LETTERS 
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CAREWORKS - CALIFORNIA SCHOOLS TRANSITIONAL RETURN-TO-WORK PROGRAM 

 
CAREWORKS TRANSITIONAL DUTY FACT SHEET 
 
CareWorks assists your employer with providing transitional duty to employees who sustain a work-related injury. 
The transitional work program is designed to allow employees to transition back into their usual and customary 
position with minor modifications or, in an alternative position that is at a level they are physically capable of 
performing until they can return to the regular position.  The latter may involve job rotation at another site or other 
location.  
 
Regular attendance is important while in transitional duty. If you are sick or unable to report to work, please contact 
[person designated by district], prior to [time am/pm]. Upon your return, it will be necessary to complete 
and submit an absence report to [person/department designated by the district] will ensure that your site, 
Payroll, and Personnel services are aware of your absence. 
 
This is a temporary assignment that is subject to change.  It is limited to ninety (90) calendar days.  
If at any time you feel you are unable to perform the temporary assignment, or if you should feel the physical 
requirements of the position exceed limitations placed by your physician, please immediately notify Risk 
Management.  
 
If your primary treating physician releases you to full duty, IMMEDIATELY notify the SUPERVISOR/PERSON 
designated by your employer 
 
We look forward to your participation in our CareWorks Transitional Work Program. 
 
Definition of Temporary Modified and Alternative Work 
 
Modified and alternative work assignments are temporary transitional assignments based on the work restrictions 
provided by your primary treating physician (PTP). These assignments assist injured or ill employees in returning 
to work at a level they are physically capable of performing until they can return to their usual and customary 
position.  This type of work enables the employee to gradually resume their full-time duties as recommended by 
their primary treating physician. 
 
How it Works 
 

 The physician controlling your work status related to your work injury is your primary treating physician 
(PTP). To be a valid PTP, your physician must be within your employer’s Medical Provider Network (MPN) 
or have been pre-designated prior to your work injury.  

 Following each medical appointment with your PTP, the CSRM Return-to-Work (RTW) Coordinator will 
receive a work status following your appointment, which will be forwarded to your employer.  

 If you receive work restrictions and your employer is able to provide you with modified or alternate work 
you will receive a text message from CareWorks along with an email advising you to contact the person 
designated by your employer to facilitate your return-to-work. 

What if I Do Not Accept Modified or Alternate Work or Disagree with the Work Restrictions? 
 

 If you do not accept, you will have to use your sick time while you recuperate. 
 You may request a re-evaluation with the PTP to readdress your work restrictions or concerns. 
 You may contact your Workers’ Compensation CLAIMS ADJUSTER and ask that he or she assist you with 

requesting a second opinion within the MPN (see information regarding your MPN) or objecting and 
requesting a State Panel Qualified Medical Examiner. 

 Contact your employer’s return-to-work coordinator. 
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TEMPORARY JOB ASSIGNMENT AGREEMENT 

 
Employee:  Date of Restrictions:  
Occupation:  Start Date:  
Regular Work Site:  Shift (Days):  
Assigned Site:  Shift (Hours)  

 
If this is a restart, indicate original start date:  

Indicate number of days remaining:  
 
 
Work Restrictions: 

 
Description of Transitional Assignment: 

 
Regular attendance is important while in transitional duty. If you are sick or unable to report to work, please contact 
[person designated by district], prior to [time am/pm]. Upon your return, it will be necessary to complete 
and submit an absence report to [person/department designated by the district] will ensure that your site, 
Payroll, and Personnel services are aware of your absence. 
 
This is a temporary assignment that is subject to change.  It is generally limited to ninety (90) calendar days but 
may be extended. If at any time you feel you are unable to perform the temporary assignment, or if you should 
feel the physical requirements of the position exceed limitations placed by your physician, please immediately notify 
Risk Management.  
 
If at any time, you are not able to work within the restrictions or asked to work outside of your restrictions 
immediately notify your supervisor or person designated by your employer. 
 
If your primary treating physician releases you to full duty, IMMEDIATELY notify the SUPERVISOR/PERSON 
designated by your employer. 
 
Employee:  Date:  
Risk Management/HR:  Date:  
Supervisor/Site Representative:  Date:  
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