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Purpose:  The purpose of this Administrative Regulation is to facilitate a return to work program for 

employees who are injured on the job, and who, for medical reasons, may not return to full duty.  

Eligibility: Eligible Keller ISD employees who, for medical reasons, may not return to full duty as a result of 

an on-the-job injury or illness.  

 Human Resources Responsibilities  

1.   The HR Department will coordinate and approve Modified Duty assignments based on medical 

documentation provided by an approved workers compensation health care provider.  

2.   All efforts will be made to return the employee to their department/campus.  However, if not 

possible, HR will assign the employee a Modified Duty position.  

3.   The HR Department will monitor the employee’s amount of time on Modified Duty and the doctor’s 

notes on progress toward a full release to return to work.  

 

    Employee Responsibilities​   

 

1.​ The employee shall immediately report an on the job injury or illness to their supervisor so that 

he/she may complete a 1st Report of Injury or Illness and forward to HR.  

2.​ As directed, eligible employees will report to the HR Department for a Modified Duty assignment 

and provide a medical statement from a physician that includes any restrictions to work activity.  

3.​ The employee will sign a Modified Duty Assignment letter or Bona Fide Offer of Employment if 

applicable.  

4.​ The employee will adhere to physical restrictions prescribed by the doctor both on and off the job.  

5.   The employee will report any request to perform duties outside the restrictions prescribed by 

his/her doctor to the HR Department immediately.  

6.   At-will employees who refuse a bona fide offer of employment may be subject to disciplinary action 

up to and including termination of employment.  

 

   Supervisor Responsibilities  

 

1.​ The supervisor will follow District guidelines for reporting job related injuries and illnesses.  

2.​ The supervisor will complete a 1
st
 Report of Injury or Illness with the injured employee, and forward 

it to the HR Department.  

3.​ The supervisor will work with HR Department to determine if Modified Duty assignment is available 

in their department.  

4.​ The supervisor will monitor employee to ensure that physical restriction guidelines are being 

followed.  

5.​ The supervisor will work in conjunction with HR to ensure that employees who have sustained a 

work-related injury have produced paperwork from the treating physician or other approved 

medical provider and a release from HR prior to returning to full duty work.  

 

Length of Modified Duty  

1.​ Modified Duty assignments shall not exceed a total of 90 calendar days. A medical provider update 

will be required every 30 calendar days to include:  
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●​ Definition of medical condition  

●​ Prognosis for recovery  

●​ Outline of treatment/therapy  

●​ Physical limitations or restrictions  

2.​ Employees whose treating physicians cannot return them to regular duty/no restrictions within 90 

calendar days will be required to remain off work until such release can be obtained.  

 

Salary and Benefits  

1.​ While on Modified Duty, employees will be paid their normal, pre-injury wage.  

2.​ All benefits for which the employee was eligible on regular duty shall continue while an employee is 

on Modified Duty. Employee will continue to pay his/her portion of health premiums.  Employees on 

Modified Duty may take any available leave, subject to compliance with the policy. 

  

Modified Duty Time Sheets  

1.​ If Modified Duty is available in the employee’s department/campus, the employee’s supervisor shall 

approve the time sheet records as though the employee were on regular duty.  

2.​ If Modified Duty is in a department/campus other than the original department/campus, the 

temporary supervisor will approve the time sheet records as though the employee were on regular 

duty.  

3.​ If it becomes questionable as to the need for Modified Duty, Human Resources may arrange an 

independent medical evaluation of the employee through the appropriate channels and may include 

a Functional Capacity Evaluation.​   
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