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1 If Ao ime period is designated in your deparimental policy, usé three days as a general rule.
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speciﬁc?d:a.,. ihe: supen
return.

necessary A disi ,._'ssun or znteracﬁ;,. ‘ _g .
before or upon histher return to work to rewew the: work limitations and an areasonabie
- accommodations necessary to allow the employee to return to work without aggravating

2 See Couitity Code, Section 5:16:030 which provides thatary employee of the county obiligated o be absent
from employmerit because of sickness for a period of one day or more, shall imm ediately notify his/her
department head of the abserice. The requirementof providing a doétor's niote is notintended to negate this
Codg provision.

3 For work-related injuries; thefollowing forms in the Warkers’ Compensation package mustbe compléted, as
applicable, which include the Receipt:of Employée Patkage, Superviser's Investigative Report, First Alen,
Emp'ljoyee.‘s Reporting of c‘c‘ide:nt-,,Employee"s:Siaié’- wDeclining Medical Treatment, Treatment Referral
Slip, Workers' Compaenssfion Claim — BWC 1, and thé Ermployer’s Report — Form 5020. Thie FMLA forms
packetineludes the Employee Rights and ResponSImtity Notfice and Cerfification of Health Care Provider.
Additional ferms (e.g., Request for Leave of Absence) inay be included based on departmental policy.
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jee, who is unabie te perform the |
medical incapacity, may sub
; voluntary demotit '
v ,C{lon is taken un.

w:th@ut prejudice, n‘ ne suatable pes:t:ons ex&st that he/she can satlsfacterfly perfarm'

Irt any- event, the manager or the: RTWGC must act -quackiy to engage the employee in

the interactive P"@CGSS and make a geod faith effort to provide a reasanable
accommodati ; Hmitatinmn i

the accommodatior
this.event, -th..e:dep' :
the eriployee. Tt
on the employer,
essential.?

=Cansequenﬂy, documentation of every activity in ,he, process is

-4 See the Voluntary -Rerest for Accommodation Form.
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» Staffing in ork Unit: Make ¢ affing levelsi
are suffi departiner . Although

line rule g the -exact numg required
generally ea n reasonably han ately 50 to
some instarn O-cases. The casewdiker 1o Caseload ratio mu
by the dre;_aa al miarags

reéuctlon eﬂabm’fy”forthe Coumy Please,_.a,\.__,_.,._;,,,,« 2 .:;-; hat yout €
the training.

» Accruals of Sick Leave and Usage: Chapter 8:20 of the County Cods
accruai of sack tlme f@r represented and nan-f’ p

pregnancy occurs ln addttton sub;ect to manage ent appreval up to tweive days of
full-pay sick time may be. used for personal reasons. Sick leave is riot permanent.
Each employee’s case must be regularly reviewed forthe purpose of returning the
eémployee to work '.ii-'f’;‘?)’fta’ss-‘i‘abte or reaching a final disposition-on the leave issue.

While most employees use sick leave appropriately, County Code Sestion 5.16.040
provides a penalty for those who abuse the provisions of the salary ordinance.
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E, ptoyees found to have abused ’che Sle leave prewsmns may be suspended ferv

'm mamta;mng YOur Ret nmf@—Werk caseioads Some eiepartments have deveieped
'ExceE programs and are wr%}mg to share i have made a request to the Persennei

"‘o : he. sheh‘” programéffém various prwate venders
purchasing a ready made product for implementatio

tracking method, the GEO Risk Management Branch ce j:-‘i-prevade yeﬁ with a temetate

lf you have any quesﬂons cencernmg thls correspondence piease contaci me at

Executive Office Risk Management Bfranch at (213) 351-5346.
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