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I. INTRODUCTION TO THE EARLY INTERVENTION PROGRAM

The Alberta School Employee Benefit Plan (ASEBP) in partnership with Edmonton Public Schools has piloted an Early Intervention Program (EIP) which is now being offered to School Jurisdictions throughout Alberta. This program is a proactive way for School Jurisdictions to help injured/ill employees to stay at work or return to productive and safe employment as soon as physically possible. In the past, an employee would only be considered for Extended Disability Benefits (EDB) if they were totally and continuously disabled for 90 consecutive days; this policy has been waived for those volunteering to participate in the Early Intervention Program.

Studies show that injured/ill employees who are allowed to return to productive work as early as possible following an injury/illness heal faster than those injured/ill employees who remain off work. Those who return to work during their healing period tend to require fewer medical treatments and incur less medical expenses related to the injury/illness. Work becomes part of THE medical treatment and rehabilitation, and allows the injured/ill employee to take an active role in his or her recovery. Successful return to work is time sensitive. Research and practical experience have shown that for employees who are absent from the workplace: 

· there is only a 50% chance that they will return to work after a six-month absence;

· this declines to a 25% chance following a one-year absence; and 

· this is further reduced to a 1% chance after a two-year absence 

Injuries/illnesses are costly to all members of today’s workplace partnership - employers, employees, health-care providers, Employee Assistance Program representatives, Occupational Health & Safety representatives, unions, and ASEBP. While accident/illness prevention is the best way to reduce overall costs, an Early Intervention Program is an effective way to manage costs after an injury/illness has occurred.

Managing employees with work-related injuries/illnesses requires an understanding of the behavioral forces that motivate an employee to be a productive participant in the workforce. Normally, an employee who is satisfied with his or her job and employment situation, and who suffers an injury/illness that results in absence from work is self-motivated to return as quickly as possible. However, even the most dedicated employee’s attitude and outlook may diminish if the person remains out of the workforce for an extended period of time. The longer an employee is unable to work, the more difficult it becomes to return to full duty employment. By providing appropriate productive return to work opportunities, employers can significantly reduce injury/illness related lost time.

The Alberta School Employee Benefit Plan is providing this document as a resource for School Jurisdictions that wish to develop an early intervention program suitable for their injured/ill employees. Along with general information about early intervention, this document includes a basic program outline and forms that can be adapted to meet the specific needs of any School Jurisdiction regardless of the number of employees.

Program Goal
Grande Prairie RCSSD #28 and the ASEBP will make every reasonable effort to facilitate a timely and safe return to work for injured/ill employees; thereby reducing the impact that injury/illness may have on the employee, family members, colleagues and the district.

Program Objectives

· provide consistent processes which facilitate a safe return to work

· facilitate a seamless transition between sick leave/EDB/Return To Work (RTW)

· utilize the workplace as a rehabilitation tool for appropriate work conditioning without jeopardizing the employee's ability to qualify for EDB

· enhance employee health and safety

· fulfill duty to accommodate legislation

· contain costs associated with sick leave and EDB, thereby allowing more money to be utilized in the classroom

· obtain key stakeholders’ support and buy-in

· evaluation of program by key stakeholders

Guiding Principles

· commitment to a collaborative process which will assist employees to be healthy and at work

· continuity and quality of classroom instruction is of primary importance

· effective reintegration of injured/ill employees minimizes the loss of expertise, resources and productive potential and is the best strategy for maintaining an employee’s self-worth

· participation in the program is voluntary

· participation will not jeopardize a employee's health or his/her eligibility to apply for EDB

· rules of confidentiality will be maintained

· Grande Prairie RCSSD #28 will provide modified/alternate work wherever reasonable

· a safe and timely return to work is in the best interest of the employee and the organization

· return to work plans will be based on medical documentation outlining the individual’s functional abilities and restrictions

· returning employees to work will be a collaborative process

· focus of the program is on outcomes and solutions

Indicators of Success

· increased continuity of the employee in his/her position

· containment of costs associated with sick leave, and EDB allowing more money to be utilized in the school

· decreased incidences of secondary health issues developing and escalating

· reduction in the duration of short-term sick leave utilized by each staff group

· reduction in the number of people accessing, and the duration of, full-time EDB

· increased number of staff accessing the rehabilitative option of EDB 

II. BENEFITS OF EARLY INTERVENTION

Benefits to the Employee

· maintenance of employment relationship that provides job security, self worth, and financial independence

· maintenance of financial benefits, including pension, medical and dental plans, insurance coverage and vacation credits

· reduction in loss of sick leave entitlements and costs associated with EDB premiums 

· maintenance of contact with co-workers and friends, thereby allowing for a smoother transition to regular work

· focused interest on the workplace and not the injury/illness leading to increased feelings of health and well-being

· reassurance that they are valuable employees

· maintenance of dignity and self-worth by remaining productive 

· alleviation of feelings of dependency and lack of control, by participating in the development of their own RTW Plan which provides action plans with goals, time frames and processes that will assist in returning the injured employee to full employment

· maintenance of job skills

· minimized loss of physical fitness and muscle tone due to inactivity

· earlier resumption of ‘normal’ life supporting family members financially and emotionally, and participating in leisure and social activities

· provision of suitable physical rehabilitation program, when appropriate, where muscles and joints are used and exercised according to the demands of the job in an effort to enhance rehabilitation

· decreased incidences of secondary health issues developing or current health problems escalating

· quicker recovery period

Benefits to the Employer

· reduced employee turn over, hiring, and training costs and wage costs for substitute/ replacement workers by retaining experienced and knowledgeable employees 

· co-workers are not required to perform additional duties to compensate for an absent injured/ill employee

· improved productivity (i.e.: when an employee sees the tangible evidence that the employer is concerned about the well-being of its staff, morale improves which means greater productivity with skilled employees maintained on the job)

· reduced time loss because employee knows that the employer will make whatever reasonable accommodation may be required to facilitate return to work

· reduced amounts paid out in short-term sick leave, and EDB premiums because the employee is able to return to employment much earlier

· increased return to work rate

· improved morale and employee relations by offering early intervention for both work-related and non-work-related injury/illness

· demonstration of concern for the best interests of employees and indication that employees are viewed as valuable members of the school jurisdiction

· meaningful alternate duties are performed that might not otherwise get done due to competing priorities

· participation and contribution to the rehabilitation process 

· improved productivity and human resources are used to the maximum extent

Benefits to ASEBP

· increased knowledge of an employee’s capabilities during the 90-day elimination period

· decreased number and length of EDB claims, thereby containing costs

· enhanced collaborative working relationships between Grande Prairie RCSSD #28, ASEBP Claims Facilitator and Claims Processor, Staff Associations/Unions, and Health Care Providers

· additional value-added service for its customers – school districts and their staff members

· supports ASEBP’s mandate to be a recognized leader in disability management

· increased continuity in transition process from sick leave to EDB

Benefits to Staff Associations/Unions

· preserves employment, employability, seniority, benefits, etc. for their injured/ill members
· promotion of cooperative labor-management relations

III. Functional Group Criteria

Grande Prairie RCSSD #28 level of involvement with respect to early intervention will depend on the employee’s ability to return to work within 90 calendar days from his/her last day worked. Functional abilities can be broken into three groups: 

Group #1

Group #1 consists of employees who, upon initial assessment are able to safely work during the 90-day elimination period in some capacity. Action is required by the Grande Prairie RCSSD #28 to facilitate return to work. These employees are expected to return to regular work duties within 90 calendar days from their last day worked. This group will be monitored on a regular basis. Primary scope of responsibility for this group resides with the Grande Prairie RCSSD #28, although ASEBP will make the initial call to the employee. 

Group #2

Group #2 consists of employees who may or may not be able to work within the 90-day elimination period. They are eligible to make application for Extended Disability Benefits. Their applications will be adjudicated by the Claims Facilitator at ASEBP.  The Grande Prairie RCSSD #28 and the Claims Facilitator will work collaboratively in providing assistance to staff within this group. Scope of responsibility is jointly shared between the Grande Prairie RCSSD #28 and the Claims Facilitator. Work duties may be modified, restructured or prorated during the 90-day elimination period.

Group #3

Group #3 consists of employees who are not expected to return to work within the 90-day elimination period. It is expected they will be making application for Extended Disability Benefits.  They are eligible to apply for Extended Disability Benefits. Their claims will be adjudicated by the Claims Processor and Claims Facilitator at ASEBP. Primary scope of responsibility lies with the Claims Facilitator, ASEBP.

Sample Scenario:

The following is a sample scenario of how this program can be applied to an employee working for your School Jurisdiction:

A clerk provides ASEBP with all the paperwork for her application (Group #3) for EDB on day 30 of her short-term sick leave. The medical states that if modifications and aids could be provided to assist in her current job, she would be capable of working a .5 FTE. The note indicates if she is successful with her return to modified duties, she could increase to a .75 FTE within one month and return to full duties one month after that. ASEBP contacts the school jurisdiction, which is participating in the Early Intervention Program, and is informed that modifications can be made to the employee's job. The employee is contacted and she indicates she would like to participate in this graduated return to work. The employee receives full pay (transferred to Group #1) while doing her graduated return to work during her 90-day elimination period. ASEBP is notified that the employee may require Group #2 for a short duration and therefore collects the medical information required for adjudication. On her pro-rated 90th day, the employee still has three weeks to go before she will be capable of returning to her full-time duties. ASEBP places her on rehabilitation employment (Group #2) for the remaining three weeks of her graduated return to work.

IV. Rules
1. If the employee is able to work .7 FTE at any time during either the 90-day elimination period or the prorated period, the employee would only be considered eligible for participation in the Early Intervention Program up to either August 31 or January 31 (whichever date comes first). 

2. Group #1 expenses (e.g. Work Abilities Form, referrals, treatment programs, ergonomic enhancements) will be covered by Grande Prairie RCSSD #28. Group 2# expenses will be done in collaboration (ASEBP and Grande Prairie RCSSD #28). Group #3 expenses will be covered by ASEBP. 

3. Grande Prairie RCSSD #28 will not have access to medical information regarding the nature of the condition. Their focus will be on the employee’s functional abilities and capacities (see the Work Abilities Form for details).

4. The 24-month definition criteria will be applied to all ASEBP clients including those participating in the Early Intervention Program (waiver date will be the day after the prorated elimination period has been completed). 

5. Employees who have participated in the Early Intervention Program on a part-time basis will not be eligible for an additional 90-day elimination period, unless they have returned to their pre-disability FTE.

6. Staff Associations/Unions must be informed of the School Jurisdiction's interest in the Early Intervention Program from the onset.

V. PRIVATE


PRIVATE
Roles and Responsibilities
Grande Prairie RCSSD #28

· develop the Early Intervention Program protocols 

· involve key stakeholders in the development of the Early Intervention Program  

· respect and comply with the terms of existing collective agreements

· ensure rules of confidentiality are maintained

· communicate with the ASEBP (CP) as soon as absence is reported (after 10 days)

· promote identification of jobs within the organization that would be suitable for modified/alternative work 

· work with the Employee, Human Resources, and Claims Facilitator and/or Claims Processor to establish recovery and rehabilitation goals

· establish individual return-to-work plans for workers based on functional abilities 

· develop return-to-work plans 

· identify and address return to work barriers

· report on evaluation outcomes

Claims Facilitator &/or Claims Processor (ASEBP)

· develop the Early Intervention Program protocols 

· involve key stakeholders in the development of the Early Intervention Program  

· respect and comply with the terms of existing collective agreements

· ensure rules of confidentiality are maintained

· work with the employee and Grande Prairie RCSSD #28 to establish recovery and rehabilitation goals and objectives
· work with Grande Prairie RCSSD #28 to determine if modified/alternate work opportunities are available 

· establish individual treatment and/or vocational programs for employees

· develop return-to-work plans based on functional abilities

· adjudicate and manage claims 

· identify and address return-to-work barriers

· report on evaluation outcomes

Staff Associations/Unions

· participate in the development of the Early Intervention Program

· promote the concept of modified/alternative work

· assist in identifying and addressing barriers to a successful return to work

· advise employee on benefit entitlements

· represent employees as requested

Employee

· advise of an injury/illness as soon as possible

· participate in health recovery and return-to-work plans

· maintain contact with the Grande Prairie RCSSD #28 &/or Claims Facilitator

· communicate with the Grande Prairie RCSSD #28 &/or Claims Facilitator return-to-work barriers that may impact on a safe and timely return to work 

· take an active role in initiating, developing, and participating in progressive work opportunities 

· obtain medical information when required 

· schedule other activities (e.g. physiotherapy, doctor’s appointments, etc.) so they do not interfere with the modified/alternative work experience 

Superintendent

· report absence (within one week of absence) 

· identify and promote modified/alternate work opportunities during the return-to-work planning process 

· support employees working modified/alternate work 

· recognize that an employee wants to work

· communicate regularly with key stakeholders as required

VI. Creating an Early Intervention Program
ASEBP will assist Grande Prairie RCSSD #28 in the creation of a tailor-made Early Intervention Program suited to their unique culture and environment. ASEBP will assist in determining and documenting the specific processes and procedures.

The Early Intervention Program is a collaborative approach and therefore Grande Prairie RCSSD #28 will need to obtain support and sign-off from their Board of Trustees and Staff Associations/Unions. Once the Early Intervention Program has received approval, Grande Prairie RCSSD #28 will need to appoint and orient staff that will be providing the program (review processes and forms). All forms to be used internally by Grande Prairie RCSSD #28 should have their own logos and addresses placed on them. Grande Prairie RCSSD #28 will also need to educate principals/supervisors on the Early Intervention Program and the importance of reporting absences immediately, thus increasing the effectiveness of the program.

Conclusion

A significant economic opportunity exists for Grande Prairie RCSSD #28 to control workers’ compensation and disability costs through the use of an Early Intervention Program. This fact has been firmly established and widely proven throughout all employment sectors. The extent of the economic opportunity varies from organization to organization. The essential ingredient is willingness to change the organizational culture to support Early Intervention activities and the commitment of the necessary resources to ensure success. There is a leadership void in managing Early Intervention Programs. The employer’s role is to fill this void and direct its program from within. The key to success is continued employer involvement and control of the process.

Success in the Early Intervention Program is increased when a School Jurisdiction includes the right ingredients. As with all business problems, the School Jurisdiction should find a mentor or an organizational model (ASEBP's Early Intervention Program) and blend/refine it within its specific environment. It must then resource it properly and stays the course. After implementing an effective Early Intervention Program, the School Jurisdiction must mind the process and mend the problems.
VII. Processes, Scripts, and Forms
If Grande Prairie RCSSD #28 is interested in implementing an EIP the following pages provide you with processes, sample scripts, and forms, which can be modified to meet the unique needs of Grande Prairie RCSSD #28. The next few pages outline the steps/processes involved:

1. Grande Prairie RCSSD #28 Human Resources (HR) will notify ASEBP Claims Processor (CP), Janet Cochrane at (780) 431-5880 or toll free at 1-877-438-4545, when they are aware that an absent employee may require the services of Early Intervention Program (EIP).

2. CP will contact injured/ill employee after 10 days of notice of absence. CP will educate injured/ill employees on the EIP (script on page 17) and their option for voluntary participation.

3. If an employee volunteers to participate, CP will have the employee complete a Consent form (page 18) and have their Health Care Provider complete a Work Abilities form (page 19) outlining the modifications required to enable the employee to work in a modified capacity. CP will ask employee to bring these forms to HR (Kelly) at the Grande Prairie RCSSD #28.

4. Superintendent (Karl Germann) will review the Work Abilities form to assess whether Grande Prairie RCSSD #28 can modify or provide meaningful work considering the employee's current abilities.

5. If Grande Prairie RCSSD #28 can accommodate the employee, HR will send both the employee's consent and Work Abilities form along with an Employer Statement (page 20) indicating Group #1 to the Claims Processor at ASEBP.

6. Meet with the employee and their Staff Association/Union (optional) to create a modified Return-to-Work plan (page 27-28) outlining the details.

7. Obtain weekly/bi-weekly updates (page 21) on their progress and revise as required.

8. Assess employee's progress prior to the 90th day and determine whether employee will require a status change to Group #2. 

9. Discuss consideration for Group #2 status with employee and prepare them for contact from ASEBP re: Health Care Providers that can be contacted for medical.

10. If Group #2 may be a consideration, contact ASEBP to discuss progress to date and complete a status change form (page 22).

11. ASEBP will contact employee to obtain consent (page 23) and Health Care Providers names in order to obtain medical (page 24-25) for adjudication of the claim.

12. Once medical information has been obtained and the claim has been adjudicated, ASEBP will contact Grande Prairie RCSSD #28 and the employee to inform them of the adjudication decision.

13. If the claim has been accepted, ASEBP's Claims Facilitator (Gary Mackiewich) will proceed to case manage the claim until the claim is closed.

Processes Connecting ASEBP and Grande Prairie RCSSD #28
Group #1

1. Group #1 are employees who upon initial review of absence by Grande Prairie RCSSD #28 appear that they would be capable of returning to work during the elimination period in some capacity. Grande Prairie RCSSD #28 Human Resources (Kelly) will provide ASEBP with the names and phone numbers of employees they think may be capable of participating in Group #1. ASEBP CP (Janet) will contact employee to outline EIP program, identify employees' interest and proceed by providing employee with Work Abilities form and consent to participate form. Once Work Abilities form and consent have been received by the Grande Prairie RCSSD #28, they will discuss job modifications required and whether these accommodations can be made. Action is required by Grande Prairie RCSSD #28 to facilitate the employees return to work. Primary scope of responsibility for this group resides with Grande Prairie RCSSD #28, with some assistance (initial phone call & forms) from ASEBP.

2. ASEBP will be notified via the usual Employer Statement for all clients. Those with a Group #1 status will be identified as the Work Abilities form and Early Intervention Program Consent form will also be attached. 

3. If the claim status changes to Group #2, Human Resources (Kelly) will complete the early intervention Status Report form and fax it to the Claims Processor. This form will include: the history to date, e.g. job modifications; the reason for the status change to Group #2, e.g. anticipated return to work date will go beyond 90 days; and recommendations. 

Group #2

1. ASEBP will be notified via the usual Employer Statement with Group #2 status identification. The Work Abilities Form and Early Intervention Program Consent Form will be attached as well as the Status Report Form, which provides the rationale for early intervention participation.

2. Upon receipt of the above, the Claims Facilitator will phone the Superintendent in order to review details and course of action. Future actions may include: acquiring additional medical information; meeting with the client and other key stakeholders; devising an appropriate return to work plan; and determining the need for conflict resolution (e.g.: Staff Association/Union involvement) as required.

3. The Claims Facilitator will gather medical information in order to adjudicate and manage the claim. A brief description of the Early Intervention Program will be included with the Medical request to the Health Care Provider. The return to work plan is jointly monitored by key stakeholders. A decision will be made prior to the 90th calendar day. The Claims Facilitator will continue to manage the claim until the termination date.

Group #3 

1. ASEBP will be notified using the regular process. The claim will be adjudicated and managed in the usual manner.

2. During the pending stage, the Group status may change from Group #3 to Group #2. For instance, if the medical information submitted indicates that the client is partially disabled, he or she may be a candidate for the program. The Claims Facilitator would first call the employer to see if the job could be modified. The next call would be to the client. If the client is willing to participate in the program, the Early Intervention Program Consent Form would be forwarded to the client for signature. Once signed and returned to ASEBP, the Claims Facilitator will send the Early Intervention Program Consent Form and Status Report Form indicating the change to the Grande Prairie RCSSD #28. The action plan would then be established. 
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First Contact Script (Sample)

 

 

Hi, I am phoning for _________________. I am Janet Cochrane from the Alberta School Employee Benefit Plan. I understand that you have been away from work and I am calling to see how you are doing? Please know that any information you provide to me is confidential and you are under no obligation to share medical information. 

I am phoning you today to inform you about a new program we have called the Early Intervention Program and it is now being offered at Grande Prairie RCSSD #28 in cooperation with ASEBP and your Staff Association/Union. This program is designed for those employees who have a medical condition, yet are still capable of working in a modified capacity such as part-time or different job duties. This program is voluntary. The focus of the program is to offer assistance during the first 90 days of absence. It still may apply after that time frame based on your medical circumstances. Do you think your Physician would support you working in some capacity right now or in the next 2-3 months?

 

If yes or maybe:

We will be sending you an Early Intervention Package. This includes a Physician's Letter to your Physician explaining the program (note: Physicians are aware that in the past you were required to be off work totally and continuously for 90 days in order to apply for EDB), a Work Abilities form which your physician can fill out with respect to what you are able to do (note:  Grande Prairie RCSSD #28 will pay for this), and a Consent form for you to sign (note: this indicates that you are willing to participate in the volunteer program and may withdraw your consent at any time). 

Note: By participating in the Early Intervention Program, you are still permitted to apply for EDB without any penalty. You may contact your Staff Association/Union for advice and assistance.

If no: 

I will advise Grande Prairie RCSSD #28 and they will be sending out a notice to ASEBP that you are going to be applying for EDB. In order to be eligible for EDB you need to be under the regular care of a specialist in the area of your disability. It is important that you talk with you physician about a referral as soon as possible as some specialists are booking 2-3 months in advance, depending on their specialty. 

I am your contact at ASEBP. My name once again is Janet Cochrane and you can contact me at (780) 431-5880 or toll free at 1-877-438-4545.
 

	Grande Prairie and District Catholic Schools

9902 – 101 Street

Grande Prairie, AB  T8V 2P4

(780) 532- 3013   or fax at (780) 532-3430
	CONSENT
EXTENDED DISABILITY BENEFITS (EDB)

(Early Intervention Program)


The Grande Prairie RCSSD #28 and Alberta School Employee Benefit Plan (ASEBP) will make every reasonable effort to facilitate a timely and safe return to work for injured or disabled staff, thereby reducing the impact injury or disability may have on the staff member, family members, colleagues, and the district.

	I, _____________________________ agree to participate in the Early Intervention Program (EIP). I consent to the collection, use and disclosure of my personal information limited to my abilities and capacity to work. This information will be accessible to Grande Prairie RCSSD #28 Human Resources, the Superintendent and ASEBP and for the sole purpose of facilitating my return to work.

I understand that my participation in this program is voluntary effective from the date signed below. I may revoke my consent at any time. I understand why the information is required and am aware of the risks and benefits of consenting or refusing to consent to its disclosure.

Do we have your permission to discuss your health recovery if necessary with your Staff Association/Union?  FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No


	
	Employee signature
	
	Date
	

	
	Witness
	
	Date
	


Please return form to:

Superintendent

Grande Prairie and District Catholic Schools

9902 – 101 Street

Grande Prairie, AB  T8V 2P4

(780) 532- 3013   or fax at (780) 532-3430
	Grande Prairie and District Catholic Schools

9902 – 101 Street

Grande Prairie, AB  T8V 2P4

(780) 532- 3013   or fax at (780) 532-3430
	WORK ABILITIES

EXTENDED DISABILITY BENEFITS (EDB)

(Early Intervention Program)


Please fax completed form and invoice to (780) 532- 3430

Attn: Superintendent

	Patient name:
	
	Date of birth
(MM/DD/YYYY):
	


	Appointment date (MM/DD/YYYY):
	________________________________________________

	Are you the primary treating physician?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	If no, please indicate who is:
	__________________________________________________________________________________________________________

	Is this employee capable of returning to work in any capacity?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	If yes, please complete the following section in an effort to identify possible modifications and timelines that would assist this employee in successfully returning to work.


	Suggested modifications:
	Recommendations:
	

	Change in hours
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	
	
	

	Change in duties
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	
	
	

	Job restrictions
	 FORMCHECKBOX 
 Permanent
	 FORMCHECKBOX 
 Temporary
	
	

	Interpersonal relationships
	 FORMCHECKBOX 
 Permanent
	 FORMCHECKBOX 
 Temporary
	
	

	Equipment aids
	 FORMCHECKBOX 
 Permanent
	 FORMCHECKBOX 
 Temporary
	
	

	Timelines for modifications listed:


	Dr.’s name:
_________________________________________________________________
	
	Phone:
________________________________________
	

	Address:
_________________________________________________________________
	
	Fax:
________________________________________
	

	_____________________________________________________________________________________
	

	_____________________________________________________________________________________
	
	____________________________________________________
	

	Signature
	
	Date
	


Note: Maximum payment for completing this form is $25.00

	Grande Prairie and District 

Catholic Schools

9902 – 101 Street

Grande Prairie, AB  T8V 2P4

PH: (780) 532- 3013    Fax (780) 532-3430
	RETURN TO WORK

VERIFICATION


Please fax completed form and invoice to (780) 532-3430

Attn: Superintendent
	Patient name:
	
	Date of birth
(MM/DD/YYYY):
	


	Appointment date (MM/DD/YYYY):
	________________________________________________

	Are you the primary treating physician?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	If NO, please indicate who is:
	__________________________________________________________________________________________________________

	Is this employee capable of returning to work on a continuous basis?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	If NO, please complete the following section in an effort to identify possible modification and timelines that would assist this employee in successfully returning to work.

This form once completed will allow the employee to return to work.

	


	Suggested modifications:
	
	

	Change in hours
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	
	
	

	Change in duties
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	
	
	

	Job restrictions
	 FORMCHECKBOX 
 Permanent
	 FORMCHECKBOX 
 Temporary
	 FORMCHECKBOX 
 Not Required
	

	Interpersonal relationships
	 FORMCHECKBOX 
 Permanent
	 FORMCHECKBOX 
 Temporary
	 FORMCHECKBOX 
 Not Required 
	

	Equipment aids
	 FORMCHECKBOX 
 Permanent
	 FORMCHECKBOX 
 Temporary
	 FORMCHECKBOX 
 Not Required
	

	Timelines/recommendations for modifications listed:


	Dr.’s name:
_________________________________________________________________
	
	Phone:
________________________________________
	

	Address:
_________________________________________________________________
	
	Fax:
________________________________________
	

	_____________________________________________________________________________________
	

	_____________________________________________________________________________________
	
	____________________________________________________
	

	Signature
	
	Date
	


Note: Maximum payment for completing this form is $25.00
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	Suite 800 Weber Centre

5555 Calgary Trail 

Edmonton AB  T6H 5P9

Fax:  780-438-5499

Website:  www.asebp.ab.ca
	Electronic EMPLOYER STATEMENT

EXTENDED DISABILITY BENEFITS (EDB)

Group ________

	
	
	


	1. Complete and send this form within 30 days of the employee's last day worked to ASEBP at the above address or fax number.

2. Answer all questions fully to avoid delay in processing the employee's claim. If more space is required, use a separate page and attach it to this form.

	EMPLOYEE INFORMATION (Please print)

	Name
     
	ID#
     
	Date of birth
(DD/MM/YYYY)
	     

	Mailing address
     

	City/town
     
	Province
  
	Postal code
     
	Area code &
home phone
	     

	

	EMPLOYMENT HISTORY

	School name:
     
	School location:
     
	Area code 
& phone:
	     

	FTE:
    
	Hours per week:
    
	Status:
 FORMCHECKBOX 
  Temporary
 FORMCHECKBOX 
  Permanent
 FORMCHECKBOX 
  Terminated

	Occupation (attach a copy of the employee's job description)

	Is this a ten-month employee?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No
	Date of hire (DD/MM/YYYY):
	     

	Has the employee's occupation or assignment changed in the last 12 months? 
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No
If yes, how many times?    
Describe the assignment change to include changes in job duties and hours of work.

Change from:
       to       
Date (DD/MM/YYYY):
     
Reason:       

	RECORD OF ATTENDANCE

	Last date employee was actively at work (DD/MM/YYYY):       

	Last day of paid sick leave (DD/MM/YYYY):         Pro-rated 90th Day (DD/MM/YYYY):             

	Give dates (DD/MM/YYYY) of any leaves of absence during the 12 months before this claim; include any maternity leave.

From:         to       
From:         to       
From:         to       
From:         to       

	Has a recent claim been filed with Workers’ Compensation Board? 
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

	

	EMPLOYER INFORMATION

	School Jurisdiction     
	Participation # 
     

	Mailing address
     
	City/town
     
	Postal code
     

	Designated
officer's name
	     
	Area code & phone 
	     
	Fax 
	     

	I certify that the information contained on this form is correct according to the records of this organization.

Date: ________________________________________________________
Signature:  ___________________________________________________________________________________________________
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	Suite 800 Weber Centre

5555 Calgary Trail

Edmonton  AB   T6H 5P9

Phone:  (780) 438-5499

Website:  www.asebp.ab.ca
	FOLLOW-UP STATUS REPORT

EXTENDED DISABILITY BENEFITS (EDB)

(Early Intervention Program)

	
	

	Employee name:
	Position:

	Placement location:
	Start date:
	End date:

	Supervisor:
	Supervisor
phone no.:

	Schedule details:


	Work restrictions:



	Has employee attended as scheduled?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

	Is employee able to complete all agreed upon job duties?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

	Is employee participating as planned?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No 
.

	If no to one or more of the above questions, please explain.
___________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________

	Additional comments or new information:

___________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________



	Completed by
	Date Completed
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	Suite 800 Weber Centre

5555 Calgary Trail

Edmonton  AB   T6H 5P9

Fax:  (780) 438-5499

Website:  www.asebp.ab.ca
	STATUS REPORT
EXTENDED DISABILITY BENEFITS (EDB)

(Early Intervention Program)


	Date completed:  
____________________________________
	Change   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Employee name:
	
	Date of birth:
	

	Current status:
	
	New status:
	

	Last date worked:
	
	91st day:
	

	Disability date:
	
	
	

	

	Early intervention attempts made to date:



	Reasons for requested status change:



	Prognosis for return to work:



	Recommendations:
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	Suite 800 Weber Centre

5555 Calgary Trail

Edmonton  AB   T6H 5P9

Fax:  (780) 438-5499

Website:  www.asebp.ab.ca
	CONSENT
EXTENDED DISABILITY BENEFITS (EDB)

(Early Intervention Program)


The Alberta School Employee Benefit Plan (ASEBP) and your employer will make every reasonable effort to facilitate a timely and safe return to work for injured or disabled staff, thereby reducing the impact injury or disability may have on the staff member, family members, colleagues, and the district.

	I, _____________________________ agree to participate in the Early Intervention Program (EIP). I consent to the collection, use and disclosure of my personal information limited to my abilities and capacity to work. This information will be accessible to Grande Prairie RCSSD #28 Human Resources, the Superintendent and ASEBP and for the sole purpose of facilitating my return to work.

I understand that my participation in this program is voluntary effective from the date signed below. I may revoke my consent at any time. I understand why the information is required and am aware of the risks and benefits of consenting or refusing to consent to its disclosure.

Do we have your permission to discuss your health recovery if necessary with your Staff Association/Union?  FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No


	
	Employee signature
	
	Date
	

	
	Witness
	
	Date
	


Please return form to:

Early Intervention Claims Facilitator

Alberta School Employee Benefit Plan

Suite 800, Weber Centre

5555 Calgary Trail

Edmonton, AB   T6H 5P9

ASEBP  093 (03/10)

Date

Dr.’s Name 

Address

Grande Prairie, Alberta 

Dear Dr.            :

Re: Employee's Name

Grande Prairie RCSSD #28, in partnership with the Alberta School Employee Benefit Plan (ASEBP), is participating in an Early Intervention Program designed for individuals who have a medical condition, yet are still capable of working in a modified capacity.

Participation is entirely voluntary, and the normal Extended Disability Benefits (EDB) requirement for “continuous and total disability” is not absolute for participants. If the employee subsequently applies for EDB, the usual requirement of 90 consecutive days of disability will be considered fulfilled despite the employee having participated in a modified work program during the 90-day period.

The program’s philosophy is consistent with the Alberta Medical Association’s Position Statement, which reads in part:

Prolonged absence from work may be detrimental to a patient, and returning to work as soon as possible without endangering the patient’s health or safety should be encouraged …. An early return to work benefits a patient socially and financially …. A patient does not have to be fully recovered to resume modified work, providing it does not pose a risk to the patient or others.

Under the program, modified duties may include: fewer hours at work; temporary release from some duties; gradual return to work; adjustment to the work station; task limitation; environmental restrictions; medical aids; protective equipment; or temporary alternative duties.

Staff Associations/Unions are also very supportive of this program. There is strong recognition that by making every reasonable effort to facilitate a timely and safe return to work, the impact of the employee’s condition may be reduced – on the employee, family members, colleagues and the employer. 

If you agree that (patient name) is able to participate in the Early Intervention Program, please complete and return the attached questionnaire to ASEBP. If you do not feel that (patient name) is able to participate, please provide your rationale. 

1. Please confirm primary/secondary diagnoses, and describe current clinical signs and symptoms. 
2. Please provide the date the symptoms first occurred, as well as the date that the condition prevented the patient from working. 
3. Has the patient experienced the same or similar condition in the past? If yes, please identify the time frames and details. 
4. If applicable, please provide the DSM-IV evaluation (to be completed by a Psychiatrist/Psychologist). 
5. Please indicate current medication regimen, including dosage, and comment on other treatment modalities. Please note any possible side effects or safety hazards that may result from either the prescribed medications or condition(s). 
6. Please outline what specific duties or aspects of (client’s name) position, he/she is still able to perform. (Refer to the attached job description.) 
7. Please outline which duties would require modifications if (client’s name) was to attempt returning to work. 
8. Can the modified duties be progressively increased? What are the projected timelines for a safe and/or gradual return to pre-disability duties? 
9. Is there any other information/suggestions you are able to provide which will assist us in providing an early successful return to work for this employee?
The information you provided may be supplied to (client’s name) on request. If you have any objections, please let us know and we will advise him/her to contact you directly.

Please enclose a statement of your correspondence fee with your report so it can be dealt with promptly. If you have any questions, please call the undersigned.

Thank you for your assistance.

VIII. Tools

The following is an Early Intervention Program tool that is optional. 

The Return-to-Work Agreement/Plan outlines the roles and responsibilities for each individual involved in the Early Intervention/return to work plan.  This agreement can be initiated by either Grande Prairie RCSSD #28 or the ASEBP Claims Facilitator. It is not a requirement that this form be completed. It is simply an optional tool for clarifying roles.
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	Suite 800 Weber Centre

5555 Calgary Trail

Edmonton  AB   T6H 5P9

Fax:  (780) 438-5499

Website:  www.asebp.ab.ca
	RETURN-TO-WORK AGREEMENT/PLAN
EXTENDED DISABILITY BENEFITS (EDB)

(Early Intervention Program)


This document defines the roles and responsibilities of each party’s participation in the Early Intervention Program (EIP).

	Employee Responsibilities

The injured or sick employee is encouraged by the Alberta School Employee Benefit Plan (ASEBP), Grande Prairie RCSSD #28 and the Staff Association/Union to participate in the EIP.  This includes:

· exploring return to work options with your Superintendent

· active participation in the formal program

· attendance at program meetings

· active involvement in preparation of return to work plans

· participation in appropriate transitional/modified work

· following approved limitations/restrictions guidelines and/or agreements

· reporting any further problems or concerns immediately

Employer Responsibilities

The Grande Prairie RCSSD #28 is committed to assist you.  The Jurisdiction's participation will include:

· active involvement in preparation of appropriate transitional/modified work plans

· participation in finding appropriate transitional/modified work plans

· immediately addressing any problems identified with respect to transitional/modified work

· recommending employees consult their Staff Association/Union

Staff Association/Union Responsibilities
All Staff Associations/Unions are supportive of the program.  Their participation may include:

· attendance at meetings

· immediately addressing any problems reported with respect to transitional/modified work

· ensuring all collective agreements rights are addressed

Other Parties
Other parties (subject to approval by the employee) may be invited to attend a meeting if it will assist in facilitating positive outcomes.  This may include health care professionals, the employee’s spouse or partner, Employee Assistant Program (EAP) representative or other parties that will assist the employee.
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	ASEBP’s Responsibilities

In partnership with all stakeholders to:

· work together and strive towards achieving positive outcomes for the employee

· ensure the employee is aware of any obligations he/she may have and is aware of any associated expectations

· discuss known benefit entitlement and ensure the employee is apprised of his/her options

· remind and/or assist the employee to complete appropriate paperwork with respect to ASEBP, and Grande Prairie RCSSD #28

· review the employee recovery and progress from the date of injury or illness until the employee has returned to his/her maximal function, keeping in mind that further rehabilitation may be required

· ensure physicians and other parties as required are aware of the Early Intervention Program and transitional/modified work opportunities

· consider available health care and/or modified work solutions that will enable an earlier return to employment

· ensure the transitional/modified work is monitored and that adjustments are made as necessary

· ensure the transitional/modified work is appropriate for identical clinical restrictions/abilities as detailed by the employee’s physician and/or other health care professionals (it is recognized there may be times this function may require the use of outside professional resources)

· ensure the transitional/modified work is meaningful, productive and can be performed safely without undue risk or re-injury and without undue risk to co-workers or property

This document has been agreed upon dated this _______ day of __________________, 20____.

Signed on behalf of:

ASEBP
Grande Prairie RCSSD #28 ________________________________
_________________________________


_________________________________

Employee
Staff Association/Union 

________________________________
_________________________________
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IX. Outcome Measurement Tools

Depending on the size of your School Jurisdiction, tracking the following may prove beneficial. Tracking basic information assists in maintaining organization and assists in providing useful statistics when trying to determine whether the Early Intervention Program has provided benefit to you and your School Jurisdiction. 

Name of Early Intervention Program client

Contact number

Staff group

School name

1st day of absence

90th day of absence

90th pro-rated day

Date of initial contact

Date consent and work abilities form received 

Date consent, work abilities form, and employer statement sent

Date of Staff Association/Union contact 

Date of return-to-work plan

Date of anticipated return-to-work date

Date of actual return to work 

Group status

Cost of resources (staff wages)

Short term disability costs (employee salary)

Medical costs (reports & assessments)

Intervention costs (i.e.: voice amplification systems, scooter, vacuum, etc.)

Other expenses

X. Signed Agreement

Early Intervention Pilot Program Agreement

This document represents that Grande Prairie RCSSD #28 has approved the Early Intervention Pilot Program until September 2006, as outlined during the meetings on February 11 and March 3, 2004. This has been agreed upon dated this ____________________ day of _______________, 2006.

Signed on behalf of:

ASEBP


__________________________________________________________________

Barb Barber
Date

Grande Prairie RCSSD #28

__________________________________________________________________

Karl Germann



Date

__________________________________________________________________

Karl Germann




Date

Staff Associations/Unions

__________________________________________________________________

Lyle Krause
Date

__________________________________________________________________

Paul Sevigny
Date

__________________________________________________________________

Pat Duffy 
Date

__________________________________________________________________

Kathleen Watson 
Date

__________________________________________________________________

Rick Klimchuk
Date

Flow Chart


GROUP #1





Worksite contacts SJ within 1 week of absence by phone or fax. HR will receive medical certificate within 7 days.





Legend:


SJ = School Jurisdiction 


SUP = Superintendent (Karl)


HR = Human Resources (Kelly)


AC = Accounts Payable (Diane)


CP = Claims Processor (Janet)


EE = Employee


ER = Employer


HCP = Health Care Provider


WA = Work Abilities


EIP = Early Intervention Program


RTW = Return to Work








Within 10 days of notification of absence, CP contacts potential EIP EE's to discuss their willingness and level of functioning for EIP





If EE indicates that they are willing to participate in EIP, they are provided with WA Form to take to HCP and Consent Form to sign.





If EE indicates that they are not willing to participate in EIP, they are asked to apply directly for EDB – follow “Group #3” process





AC will coordinate payment of WA Form





EE returns WA Form and Consent Form within 10 working days. SUP reviews WA form and determines ability to accommodate.








HR completes


“Group #1” ER Statement and faxes it along with WA Form and Consent Form to CP at ASEBP





Information gathered and appropriate Action Plan developed by SUP








HR maintains regular contact with all appropriate parties (as agreed to) in order to monitor progress





If new information indicates RTW beyond 90 days, ASEBP consulted





“Group #2”


Status Form


To be e-mailed to CP at ASEBP











“Group #2” process to be followed





EE RTW within 90 calendar day elimination period





Flow Chart 


GROUP #2





Worksite contacts SJ within 1 week of absence by phone or fax. HR will receive medical certificate within 7 days.





Legend:


SJ = School Jurisdiction 


SUP = Superintendent (Karl)


HR = Human Resources (Kelly)


AC = Accounts Payable (Diane)


CP = Claims Processor (Janet)


CF = Claims Facilitator


EE = Employee


ER = Employer


HCP = Health Care Provider


WA = Work Abilities


EIP = Early Intervention Program


RTW = Return to Work








Within 10 days of notification of absence, CP contacts potential EIP EE's to discuss their willingness and level of functioning for EIP





If EE indicates that they are willing to participate in EIP, they are provided with WA Form to take to HCP and Consent Form to sign.





If EE indicates that they are not willing to participate in EI program, they are asked to apply directly for EDB – follow “Group #3” process








“Group #2” ER Statement, WA Form and Consent Form faxed to CF at ASEBP





EE returns WA Form and Consent Form within 10 working days. SUP reviews WA form and determines ability to accommodate.





AC will coordinate payment of WA Form





Information gathered and appropriate Action Plan developed by jointly by SUP and CF








Regular contact maintained with all parties (as agreed to) in order to monitor progress





If CF is provided new medical that indicates participation in EIP now inappropriate or consent is withdrawn, Group #3 process to be followed





HR sends


“Group #3”


Status Change Form


to ASEBP








“Group #3” process to be followed





Return To Work (RTW) within 90 days (may be prorated)


Action Plans developed beyond 90 days (may be prorated), must follow EDB application process





CF will contact SUP to discuss Action Plan





Flow Chart


GROUP #3





Worksite contacts SJ within 1 week of absence by phone or fax. HR will receive medical certificate within 7 days.





Legend:


SJ = School Jurisdiction 


SUP = Superintendent (Karl)


HR = Human Resources (Kelly)


AC = Accounts Payable (Diane)


CP = Claims Processor (Janet)


CF = Claims Facilitator


EE = Employee


ER = Employer


HCP = Health Care Provider


WA = Work Abilities


EIP = Early Intervention Program


RTW = Return to Work








Within 10 days of notification of absence, CP contacts potential EIP EE's to discuss their willingness and level of functioning for EIP





EE indicates that participation at this time is inappropriate, or they do not wish to participate, HR sends “Group #3” ER Statement to ASEBP








If EE indicates willingness to participate in EIP, they will now follow “Group #2” process








Application made for Extended Disability Benefits





ASEBP reviews medical and determines if EDB accepted or declined








If medical review by ASEBP determines that EE is a candidate for EIP, CF will e-mail a “Group #2” Status Form to HR





“Group #3” Status Form 


e-mailed to Payroll by ASEBP with EDB decision
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