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Introduction 
Welcome back!  Your department and Employee Wellness Services are motivated to support 

you in your return to work.  Returning to work after an extended absence may seem 

overwhelming and will be a transition for you, your department, and loved ones.  In every effort 

to set you up for success, we have designed this comprehensive toolkit to help facilitate a 

smooth and productive return to work for employees at Queen’s University. It is tailored to 

empower employees and serves as a roadmap for a successful return to the dynamic work 

environment at Queen's University.  

Mindful Suggestions for Employee’s Returning to Work 
• Prepare yourself by establishing a routine prior to your first day back to work: Think 

about establishing a consistent and daily routine prior to your first day back to work (i.e. 

awake and go to bed as you would when you are working, eat your meals at the time 

you would during work and practice self-care).  Proactively getting yourself back into a 

routine will positively aid you in your return to work. 

• Be patient with yourself: Returning to work after an extended absence may require a 

great deal of energy and patience from yourself. You may experience some anticipation 

leading up to the time of the return and fatigue during your first few weeks back.  This is 

normal and expected.  Be patient and kind with yourself – you will do great! 

• Stick to the agreed upon Return to Work Plan: The plan is created based on your 

limitations and the work you are able to perform. It is aimed to successfully reintegrate 

you back into your regular duties and/or hours. 

• Importance of communication: The university promotes a safe and successful return to 

work for all employees.  Please contact your manager and Employee Wellness Services 

with any questions or concerns in a timely manner so that the appropriate adjustments 

can be made to the Return to Work Plan, if deemed reasonable and necessary. 

• Stay connected with your treatment provider(s) and continue to follow their 

treatment program recommendations: In many cases, your medical recovery continues 

beyond the point of your return to work.  Ensuring proper treatment and resources 

remain in place is critical in ensuring a successful recovery and return to work. 

• Request extra assistance, if needed: If you are experiencing difficulties related to your 

return to work, please request assistance from any of the following:  

o Your manager 

o Employee Wellness Services 

o Faculty Relations 

o Employee and Family Assistance Program 
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Related Policies and Legislation 

Sick Leave and Return to Work 
Sick leave is defined as absence from work and performance of regular duties because of an 

employee's bona fide illness, non-work-related injury, or quarantine through exposure to 

contagious disease. For further information please visit: 

Sick Leave Policy 

Sick Leave Administrative Guidelines 

Return to Work Policy 

Return to Work Procedures 

Duty to Accommodate 
Duty to Accommodate in the employment context refers to the university’s legal obligation to 

reasonably accommodate an Employee covered by a Protected Ground without Undue 

Hardship. Each case is unique. The employer has this obligation whether the employee is 

returning to work after being on occupational or non-occupational sick leave, or long-term 

disability. This includes workplace accommodations that do not result in time away from the 

workplace. For further information please visit: 

Workplace Accommodation Policy 

Workplace Accommodation Procedures 

Accessibility for Ontarians with Disabilities Act (AODA) 
The Accessibility for Ontarians with Disabilities Act (AODA) is a law that sets out a process for 

developing and enforcing accessibility standards. Persons with disabilities and industry 

representatives work together with the government to develop the standards. 

Benefits of Return to Work  
An effective Return to Work Program provides benefits for both employees and employers. 
Some benefits of returning to work for employees include:  

• Promotes physical and psychological well-being and recovery of injured or ill employees 
• Maintains employee’s sense of purpose, confidence, value and increases morale of the 

workplace 
• Helps the employee stay active and in contact with colleagues and the workplace  
• Minimizes the impact on the employee’s family by reestablishing routine 
• Keeps employees involved in the university’s benefit program and maintains financial 

stability  
• Shifts the focus from what an employee can do vs. what they cannot do 

https://www.queensu.ca/humanresources/sites/hrwww/files/uploaded_files/policies/time-away/Sick%20Leave%20Policy.pdf
https://www.queensu.ca/humanresources/sites/hrwww/files/uploaded_files/policies/time-away/Sick%20Leave%20Administrative%20Guidelines.pdf
https://www.queensu.ca/secretariat/policies/human-resources/return-work-policy
https://www.queensu.ca/secretariat/policies/human-resources/return-work-policy/return-work-procedure
https://www.queensu.ca/secretariat/policies/human-resources/workplace-accommodation-policy
https://www.queensu.ca/secretariat/policies/human-resources/workplace-accommodation-policy/workplace-accommodation-procedures
https://www.ontario.ca/page/about-accessibility-laws
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Responsibilities during Return to Work  

Employee Responsibilities 
Employees have an obligation to participate and cooperate to their fullest in the return to work 

and accommodation process. Responsibilities include: 

• Communicate your intention to return to work in a timely manner such that it provides 

sufficient time for the parties to develop a Return to Work Plan and participate in the 

process in good faith;  

• Ensure that medical documentation is provided to Employee Wellness Services, when 

requested; 

• Work with your Employment Supervisor to review and, if necessary, modify the Return 

to Work Plan; and  

• Follow the Return to Work Plan as set out and keep Employee Wellness Services 

informed of any changes to your rehabilitation or physical condition that affects your 

ability to work. 

Manager Responsibilities 
Managers have an obligation to participate and cooperate to their fullest in the return to work 

and accommodation process. Responsibilities include: 

• Engage in dialogue with all parties regarding safe and suitable work for the employee 

returning to the workplace; 

• Provide a welcoming and supportive environment for the returning employee; 

• Monitor and review the Return to Work Plan until it has been completed;  

• Communicate any concerns to Employee Wellness Services and the employee; and 

• Maintain confidentiality, and ensure the institution responds to any requests for 

information in accordance with the Freedom of Information and Protection of Privacy 

Act (“FIPPA”).   

Employee Wellness Services Responsibilities 
Employee Wellness Services will develop a Return to Work Plan to outline the employee's duties 

upon returning to work through to their assumption of full duties and hours. Responsibilities 

include: 

• Provide support to the employee throughout the duration of the medical absence and 

return to work process;  

• Advocate for the employee and department in order to mitigate risk, ensuring the 

return to work is successful; 

• Determine an Employee’s entitlement to participate in the Accommodation Program; 

• Monitor and review the Return to Work Plan regularly until regular monitoring is 

deemed unnecessary;  
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• Maintain confidentiality and ensure that the institution responds to any requests for 

information in accordance with the Freedom of Information and Protection of Privacy 

Act (“FIPPA”); and  

• Consult with other departments as required. 

Note: if you are a unionized employee, please feel free to contact your local union for support or 

the University Ombudsperson. 

Mental Health Resources  
At Queen’s University, we are committed to achieving a healthy and sustainable workplace that 

enhances and supports the well-being of all employees. Please visit our Get Help for full details 

and information.  

Employee and Family Assistance Program (EFAP) 
TELUS Health One, our Employee and Family Assistance Program provider, offers confidential, 
professional, and personalized wellness services that are available to employees and family 
members, 24/7. Services range from counselling, assessments, toolkits, videos, podcasts, and 
more.  Call: 1-877-789-7572, visit TELUS Health One, or download the TELUS Health One app. 

Username: queensu 

Password: telushealth 

Frequently Asked Questions 

1. My doctor has told me I’m “unable to work”, why are you telling me that I can return to 
work? The physician provides the employee’s medical limitations and/or restrictions to 
Employee Wellness Services. Employee Wellness Services, along with the employee’s 
manager, will determine if work is available to satisfy the employees limitations or 
restrictions. There are many jobs which can be performed and modified to match the needs 
of the employee to establish a safe return to work. If a position is available which can 
accommodate the restrictions and/or limitations of an employee, return to work will be 
facilitated appropriately.  We are committed to setting up the return for success. 
 

2. Can I see my return to work file? Yes, upon request medical documentation and email 
correspondence between Employee Wellness Services and the employee will be provided. 
 

3. Should I apply to Long Term Disability (LTD)? It is recommended that employees submit an 
application, even if they expect to return to work prior to the end of their sick leave. This 
will reduce wait time in the event of a recurrence or relapse of your injury or illness.  
 

4. Will I be granted time off for going to medical appointments when I return to work? The 
employer is not required to pay for time away from the office related to medical 
appointments or travel time to/from appointments. Where appointment time is requested, 

https://www.queensu.ca/humanresources/wellness/get-help
https://login.lifeworks.com/
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it is expected that advance notice of an appointment be given whenever possible (5 days 
notice, if possible), and that appointments are booked outside of work hours, wherever 
possible. If not possible, the expectation is that medical appointments are booked to cause 
minimal disruption to work activities whenever possible. Ongoing, regular medical 
appointments may be grounds for a reduced time appointment.  
 

5. What types of accommodation can I get to help me return to work? An accommodation is 
anything that helps to remove barriers to working.  Some examples include: 

• Modification to work hours: changes made to an employee’s normal working schedule. 
This may involve adjusting arrival or departure time, providing periodic breaks, and/or 
reducing the number of days or hours per week.  

• Modification to job duties: any temporary changes to an employee’s current tasks, 
functions or workload for medical reasons. Examples could include no heavy lifting or 
reduced screen time.  

• Modification to the physical environment: could include altering the physical working 
space or incorporating the use of assistive devices. Some examples could include a sit to 
stand desk, noise cancelling headphones, lighting, etc. 
 

6. What if I can’t get medical documentation completed by my physician before my return to 
work? Medical documentation is generally required prior to the employee returning to 
work; however, in some cases, employee self-reported limitations may be accepted. 
 

7. What happens if I exhaust my paid short-term sick leave benefit while on a graduated 
return to work? Following sick leave expiry, any hours not worked will be coded as unpaid 
sick leave. Alternatively, you can supplement with available vacation or lieu time, if 
available and approved by your manager. 
 

8. What happens if I suffer a setback during my period of graduated return to work? The 
Return to Work Plan may be adjusted, or you may be eligible to revert back to sick leave, 
providing sufficient medical documentation is submitted and approved by Employee 
Wellness Services. 
 

9. Can I access vacation time while engaged in a graduated return to work? The purpose of a 
gradual return to work is to build stamina and assist with fatigue in returning employees to 
the workplace and therefore we recommend that employees refrain from taking vacation 
during this period. *Exceptions may be made on a case-by-case basis. 
 

10. How do I get paid when returning to work from Long Term Disability (LTD)? During the 
period of your return to work from LTD, your hours worked will be reported to Employee 
Wellness Services. You will be paid by the university for hours worked and this information 
is provided to the insurer to determine your monthly LTD benefit.  Therefore, you will 
receive a paycheck from Queen’s and the insurer during this time. 
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11. What happens to my employee benefits during the period of my return to work? If 
returning to work within your short-term sick leave, your employee benefits remain status 
quo. If returning to work from Long Term Disability (LTD), your employee benefits will 
remain the same as they were during the period of LTD, and until the time of LTD closure.  
 

12. Who am I obligated to communicate with regarding updated medical documentation 
during the period of my return to work? If returning during the 180 days of sick leave, 
Employee Wellness Services will be your main point of contact. If returning from Long Term 
Disability (LTD), you are expected to communicate with Employee Wellness Services and 
your Case Manager from Manulife. 
 

13. Can I choose my accommodation? Our goal is to facilitate the best-case scenario for all 
parties when implementing accommodations. It is important for the employee and the 
employer to consider the preferred accommodation measures while considering the least 
impact to operations. If faced with a variety of options for accommodation, the employer 
retains the right to pick the accommodation that best meets the operational needs while 
still reasonably meeting the medical limitations provided by the employee’s treatment 
provider. If the employer has initiated an accommodation proposal that is reasonable given 
the restrictions, it is the employees responsibility to attempt the proposed accommodation. 
 

14. How do I navigate conversations with colleagues? Our approach to what you would like to 
share with your colleagues will depend highly on what you deem to be appropriate. Details 
of your absence are private and confidential. Please reach out to your manager or Employee 
Wellness Services if you require guidance. 


