Return to Work (RTW) RESPONSIBILITIES

Employee

*Request your provider
complete the RTW
Release form

N—————

*Submit completed
form to Standard and
your Supervisor 3
business days prior to
return date

)
*If form is not received
by the time you return

to work, you will not be
permitted to return to

work

)

Keep your Supervisor
| | and Standard informed
of any changes to your
RTW date

Supervisor

( Respond toRTW )

verification email sent
by Standard the

business day following

employee’s expected

\ return )

 EEE——
If the employee returns
to work early: Notify
Standard

N—

*DO NOT permit an
employee to return
unless they have
submitted a RTW
authorization

If you know employee
will not return on
expected date: Notify
Standard and provide
them updated info

*Leave for employee own illness or injury

What Happens when Standard receives a completed RTW that has

restrictions?

Compares release
medical info with

claim to see if
changes are
needed

Standard

Communicate the
expected RTW date in
initial approval
communication to
employee & Supervisor
—

)
Sends RTW reminder
letter to employee 14
days prior to end of
leave.

—

)

Emails Supervisor 14
days prior to expected
RTW date.

—

Confirms employee's
return with supervisor
on the the business day
following expected
RTW.

If employee

released with

other restrictions

If employee
released on

reduced work
schedule with NO
other restrictions

Absence Team
notifies ADA team
review document.
and notify Leave

Admin

Send employee
ADA packet with
copy to Supervisor

Determine if
protected leave
hours availabe to
cover reduced
schedule

Leave Admin
communicates

with Dept. to
discuss ADA
accomodation

If NO, determine if
medical info is
sufficient and send
to Leave Admin

If YES, notify the
supervisor of the
reduced work
schedule
parameters

Leave Admin
communicates
with Dept. to

discuss ADA

accommodation
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