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Date:



To:

[department]
From:

KU Human Resources
RE:

Transitional Duty Program: inquiry about potential tasks




An employee who suffers a work related-injury or illness can sometimes return prior to full recovery via a release with temporary physical restrictions. KU has implemented a Transitional Duty Program in recognition that an earlier return to work proves beneficial to both employer and employee. To this end, we are contacting you to seek information on the work status of the employee referenced above.  Because this employee is unable to return to normal duty, the University will attempt to find transitional duty tasks that accommodate the employee’s physical restrictions, allowing an earlier return to maximum wage-earning capacity. To facilitate this process, we ask for your assistance in answering the following question:

Do you have any needs for temporary assistance in your department that could potentially be assigned to the returning employee as transitional duty? If so, please complete the fields on the next page (or attach job descriptions). 

Thank you for your attention and consideration.  
Sincerely,

[name, title]
KU Department of Human Resources
[email address]
[phone number]
[fax number]
Description of potential Transitional Duty tasks
typical work hours:________________________  
days of week:_____________________________

location:________________________________________________________________________
Description







	
	Task description :
	Physical requirements: (lifting, sitting, standing, how much weight, how long, etc.)
	Objectives and expectations for execution of task:

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	


Please return this form or otherwise contact Human Resources at [designated phone number or email address] within 3 business days of receiving. Thank you.
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