
CITY OF MILPITAS

GUIDELINES FOR WORKERS’ COMPENSATION

FOR MISCELLANEOUS EMPLOYEES

The following information is being provided to assist you in understanding the City of Milpitas guidelines for Workers’ Compensation.

Employer Notification
It is mandatory that you keep your department head, division head, or supervisor advised of the status of your injury absence.  You must keep them apprised of your progress and your return to work status.  
Remember it is your responsibility to get updated medical notes to the Human Resources Department in a timely manner.  

Employee Availability
While out on your injury the City is requesting that from the hours of 8 am – 5 pm that you are accessible by phone.  This is needed in the event that questions should arise about your claim.  
Employee Information
Any time you are absent due to treatment for a work related injury, you must have a release to return to work.  That means if you have missed any time, because of your injury, you must have a release to return to work or a medical appointment verification before you will receive credit for any lost time.  If you must miss a portion of a work-day due to a doctor's appointment, physical therapy, etc., arrangements should be made ahead of time through the appropriate channels in your department (supervisor, division head or department head) to take the time off.  When you go to a medical appointment, you must bring a medical visit verification upon your return to work.  

There are several reasons for this: 

· You may be entitled to be compensated for the time away from work and therefore not have to use your own sick, comp-time and vacation balances;

· The City has to be sure that you can physically perform your job safely without the risk of further injury;

· The City along with York must be able to monitor your care to be sure you are getting the proper treatment and receive medical verification to assist in properly paying the medical treatments bills for each claim.  
1. If York or the City schedules a medical evaluation in connection with your work related injury claim, the time spent for the appointment plus reasonable travel time is payable to you. 

2. If a delay is issued or a medical authorization is needed, any lost time will be deducted from sick leave balances until a medical authorization is received or the acceptance of the claim is issued.  Once the injury has been accepted any time that has been takes from leave balances will be reimbursed at the time of the acceptance of the claim. 
3. Once salary continuation is exhausted, temporary disability (TD) is payable only for an entire day missed that has been corroborated by a medical slip from the injured worker's treating physician on the injury, showing that the lost time was for the work related injury. There is a three-day waiting period for temporary disability starting with the first day of injury.  Once this has been served, temporary disability benefits will be paid through York. Since TD is paid weekly, employees have options available to them: 1) An employee can receive TD weekly; 2) an employee can receive TD and supplement with accrued sick leave, compensatory time or vacation in order to get to full salary; 3) the employee can apply for Long Term Disability (LTD) Insurance. 
4. Injured employees designated Maximum Medical Improvement (MMI) by your treating physician or a qualified Medical Examiner (QME) and/or determined not able to return to their prior occupation for a long period of time, may be retired (if eligible) or involuntarily terminated. The City will start the interactive process with the injured employee to determine 1) if permanent or long term restrictions can be accommodated; 2) the injured employee can be placed into another position with the City; 3) and/or the employee is to retire. 
5. Injured employees designated Maximum Medical Improvement (MMI) with no restrictions are released to return to work. 
6. An employee returning from a work-related injury shall be reinstated to the classification occupied at the time the injury occurred subject to written release by the treating physician.  Employee would need to have a full medical release to return to work without restrictions (full duty), if not then the interactive process would apply.

Should you have any further questions regarding these specific matters or other workers’ compensation issues, please feel free to contact Carmen Valdez or Connie Hom in the Human Resources Department at (408) 586-3090.
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