
STEP 4 INSTRUCTIONS

STAY AT WORK/RETURN TO WORK DETAILS

Click on the            icon in the top left corner for 
more information 
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Presentation Notes
SCROLL DOWN FOR COMPLETE MESSAGESTEP 4Determining an AccommodationThere is a four-step process the employer should use in determining a reasonable accommodation: Can the employee perform:His or her existing job as it is; if not…His existing job in a modified form; if not…Another job in its existing form; if not…Another job in a modified form. Accommodation may include but is not limited to:Job design, Technical aids/devices,Work station modifications,Modifications to buildings,Time – such as flex-time arrangements, variable hours or leave when needed.The type of accommodation possible and available is determined by the employer in with medical restrictions provided by the Licensed Health Care Practitioner. Options may be limited by factors such as the nature of work, operational requirements and cost. The employer is not expected to create or maintain an unproductive position in order to accommodate an employee.STEP 4 has been designed to prompt the manager/supervisor when it is appropriate to engage the HRBP.  
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If the employee is able to return to work, with or without accommodations, to their home position, or to an alternate position within 6-8 weeks, you can proceed to return the employee to work accordingly. If you require the assistance of the HRBP to help with details of the accommodation, you can request this assistance by alerting the HRBP just as illustrated in Step 2 and 3.If the employee cannot be returned to their home position with accommodation, within 6-8 weeks, you will be prompted to contact the HRBP for assistance.
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DOUBLE CLICK FOR FULL MESSAGE:If the employee cannot return to their home position within 6-8 weeks, please contact your HRBP for further assistance.
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If the employee is able to return to work, but not to their home position, you will receive the message as shown When you receive this message, go to the action icon on the right, and select “Rehab Placement Unconfirmed”. This will generate an email to the HRBP and Integrated Health, Safety, Wellness Branch, who will then assist the employee through next steps. The status will change to “Rehab Placement Unconfirmed.”  This will be your final step in the process, however, do not request file closure. The HRBP/IHSW will proceed to Step 5 and complete future steps in the application.



Requesting Closure of the Case
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Presentation Notes
DOUBLE CLICK FOR FULL MESSAGE:Once you have safely returned your employee to work, and the accommodations are in place, or have ended, you are now ready to request the case to be closed. To do this, go to the Actions Icon on the right and select request file closure by Manager.  This will generate two emails.  One to the HRBP notifying them of the successful accommodation, and one to the Integrated Health, Safety and Wellness Branch (IHSWB).  When the IHSWB receives your email, they will close the case on your behalf.  If you later determine that you closed the case pre-maturely, you can recall the case through the “Inquiries” feature and re-open the case.  As described at the beginning, Step 5 and 6 are not available to the manager/supervisor.  This is the last step in the process.
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