
 BUILD A RECEPTIVE CULTURE  
A successful RTW program begins with a workplace that supports employees with disabilities 
and their capabilities.

CREATE A POLICY AND PROCESS 
Put your policy and procedures down in writing, and bring in legal counsel to ensure they’re 
compliant with municipal, state and federal laws.

ASSIGN A RTW COORDINATOR 
Appoint someone with a solid understanding of company jobs, and personnel policies and 
procedures to oversee the program.

GET THE WORD OUT 
Communicate the program’s purpose, benefits and procedures to all employees through 
newsletters, email, posters, meetings, and onboarding process. 

CREATE DETAILED JOB DESCRIPTIONS 
To be able to determine physical demands, essential functions, job modifications, and develop 
comprehensive functional job descriptions for all employees.

COMMUNICATE  
Early and regular communication is vital. Employees who feel connected to their employer are 
more likely to feel valued and to return to work sooner. 

COORDINATE THE EMPLOYEE’S RETURN TO WORK 
When the process feels organized and intentional, the company is demonstrating that it values  
the returning employee and their contributions.
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Injuries and illness can happen at any time, changing lives in an instant – when a valued employee can’t work,  
morale and productivity can suffer not only for the employee but for co-workers, too.

Take these seven steps to help establish an effective Return-to-Work (RTW) program in your workplace.

7 STEPS TO BUILDING A SUCCESSFUL  
RETURN-TO-WORK PROGRAM.
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STAY-AT-WORK STRATEGIES

Some short-term disabilities may be avoidable with simple job modifications, such as:

    Flexible work schedules                                              Sharing job duties 

    Part-time work hours                                                 Work at home

    Adjustments to the workspace, including sit/stand desks

WAYS TO HELP EMPLOYEES ADJUST BACK TO WORK

Modified-duty positions increase the employee’s ability over time to return to their fullest functional  
work capacity while accommodating the disabling condition and work abilities. Methods include: 

    A reduction in work hours                                            A reduced/shortened workweek 

    A telecommuting work arrangement                           Midday or periodic breaks from work 

    A change in the employee’s type of job                      Ergonomic adjustments to  
employee’s workspace 

    Adjustment to the employee’s work  
location or environment

LEARN MORE ABOUT BUILDING AN EFFECTIVE, SUSTAINABLE  
RETURN-TO-WORK PROGRAM.
Visit TheHartford.com/7Steps
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 Scan the code with your camera app to read  
more about building a RTW program.

https://www.thehartford.com/employee-benefits/group-leave-work-after-disability/7-steps

