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About CMJTS
Central Minnesota Jobs & Training Services

Serving employers in 11 counties across Central Minnesota

1
Connect with Qualified Workers

Access a pipeline of job-ready candidates. We help match employers with skilled 
workers who fit your needs — at no cost to you.

2
Employee Training Programs

Incumbent Worker Training, On-the-Job Training, Work Experience, and Registered 
Apprenticeships to upskill your existing team.

3
Business Resources & Support

Workforce planning, HR guidance, compliance support, and connections to 
regional business development resources.
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Grow Your Business in Central Minnesota
Our Business Service Coordinators are ready to help you grow.

Our Business Service Coordinator Team can lead you through the 
steps to recruit, train, and employ the skilled workers you need!

–– Chisago, Isanti, Kanabec, Mille Lacs, and Pine Counties
Rebecca Perrotti – 612-247-9319; rperrotti@cmjts.org

–– Sherburne and Wright Counties
     Tim Zipoy – 612-325-7791; tzipoy@cmjts.org
–– Kandiyohi, McLeod, Meeker, and Renville Counties
     Bridget Paulson – 320-290-7685; bpaulson@cmjts.org

–– Visit Online
www.cmjts.org — your hub for workforce solutions in Central Minnesota.

–– Scan the QR code
    Scan the QR code to get you to our Business Service page.

mailto:rperrotti@cmjts.org
mailto:tzipoy@cmjts.org
mailto:bpaulson@cmjts.org
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Module 1: Workplace Injuries — Prevention & Response

1 Part 1 – Identification and Prevention

• Introduction

• Common Workplace Injuries

• Why Injuries Happen

• Prevention Strategies

2 Part 2 – Workplace Injuries and 
Response 
• Responding to Injuries

• Importance of Early Reporting

• Importance of Return-to-Work Strategies

You Will Receive:

-- Employer Resource Toolkit

-- Safety checklists

-- Ergonomics Toolkit

--  Injury report templates
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RTW in Low-Impact Environments
Office, Customer Service, Phone, Data Entry, Mailing & Administrative Roles

"We don't have any physical jobs — RTW doesn't really 
apply to us."

This is the most common misconception in low-impact 
environments. Let's correct it.

Low-impact ≠ no injury risk

Repetitive motion, ergonomic strain, and cumulative trauma are 
the dominant injury types in office and service settings — and they 
are among the most underreported.

Most existing work IS suitable duty
In low-impact environments, the challenge is not finding light duty 
options — they already exist. The challenge is matching restrictions 
to tasks thoughtfully.

RTW is just as valuable here
The financial and human benefits of early RTW apply equally in 
office settings. Absence from sedentary roles still costs the 
employer and delays the employee's recovery.
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Injuries & Reporting Barriers in Low-Impact Environments
What causes claims here — and why they go unreported

TOP INJURY TYPES WHY THEY GO UNREPORTED

Repetitive Motion / Cumulative Trauma
Carpal tunnel, wrist/forearm tendinitis, and shoulder impingement from 
keyboard and mouse use. Develops gradually — often dismissed until it 
becomes surgical. Most common injury type in this setting.

Neck & Upper Back Strain
Prolonged sitting, poor posture, and incorrect monitor height create 
chronic strain. A leading cause of restricted duty in office roles. An 
ergonomic workstation audit prevents most of these.

Slips, Falls & Mental Health Complications
Wet entryways, cluttered walkways, and parking lots account for ~15% of all 
WC claims. Anxiety and depression as secondary diagnoses extend 
timelines significantly — watch for withdrawal and missed appointments.

Gradual Onset — No Single Incident
Repetitive strain develops over months with no clear moment to report. 
Employees aren’t sure when — or if — symptoms qualify. Lower the 
threshold: “If it’s bothered you more than two days, let me know.”

Stigma: “It’s Just a Desk Job”
Employees feel their injury won’t be taken seriously and push through 
symptoms. Counter this by naming it explicitly at onboarding: ergonomic 
pain, voice strain, and gradual-onset symptoms all qualify for workers’ 
comp.

Culture of Pushing Through
High call volume rewards suppress symptoms. Train supervisors to ask: 
“How are you feeling this week?” in weekly check-ins. A question is more 
effective than a posted policy.
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Restriction Patterns & Available Work
Common restrictions in low-impact environments — and what employees can still do

The first step after receiving medical restrictions is asking: what can this employee still do? In low-impact environments, the 
answer is almost always: more than you think.

Restriction What It Limits What Remains Available Accommodations That Help

Wrist / hand (dominant) Keyboard, mouse, writing, 
gripping

Phone calls (headset), document review, 
verbal training, supervising, dictation

Voice-to-text software, 
ergonomic mouse, verbal 
task assignment

Shoulder restriction Overhead reach, sustained 
arm extension

Most desk work, phone, data review at 
low height, printing, filing below shoulder 
level

Monitor lowering, armrest 
adjustment, reduce mouse 
reach

Lower back (sitting limit) Prolonged sitting over 20–30 
min

Alternating sit/stand tasks, walking 
rounds, seated work in 20-min intervals

Sit-stand riser, lumbar 
support, walk-and-talk 
meetings

No prolonged standing Customer-facing standing 
service roles

Seated reception, phone handling, data 
entry, document processing

Stool at service counter, 
seated workstation

Reduced hours Full-shift commitment 4–6 hour shift; split shifts; remote work for 
appropriate roles

Flexible scheduling, phased 
return plan

Voice restriction Speaking at volume, 
extended calls

Data entry, email response, document 
review, coordination tasks

Chat-based customer service, 
written communication role
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RTW in Practice: Role-by-Role Examples
What transitional duty actually looks like in your operation

The restriction table on the previous slide tells you what’s possible. These examples show what it looks like in real roles. See the full role-by-role guide 
in your toolkit.

Phone / Customer Service Rep

Restriction: Dominant wrist, no 
keyboard

Transitional duties:
• Headset-only inbound calls
• Verbal call routing and triage
• Reviewing call scripts — no 
typing
• Training newer staff verbally

Accommodation: Voice-to-text 
software (free), headset

Data Entry / Administrative

Restriction: One-hand use, 
wrist limit

Transitional duties:
• Dictate documents via voice-
to-text
• Review and flag entries for 
correction
• Coordinate mail sort from 
seated position
• Verbal approval and 
coordination workflows

Accommodation: Voice-to-text, 
ergonomic mouse ($25–$50)

Receptionist / Front Desk

Restriction: Sitting limit 30 
minutes

Transitional duties:
• Alternating sit/stand 
reception post
• Phone triage from 
adjustable workstation
• Visitor check-in coordination
• Greeter or lobby escort role

Accommodation: Sit-stand riser 
($30–$150), movement break 
schedule
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Remote Work as a RTW Tool
A unique opportunity in low-impact environments — with important guardrails

When Remote RTW Works Well

Role is primarily computer/phone based
Data entry, scheduling, email coordination, phone support, and 
document review can all be performed effectively from home 
with appropriate equipment.

Restriction is physical, not cognitive
An employee recovering from a wrist injury or back strain can 
contribute fully from a home workstation adapted to their 
restrictions.
Productivity can be measured objectively
Call volume, task completion, response times — when output is 
measurable, remote modified duty works as well as in-person.

Employee has appropriate home setup
Confirm: reliable internet, HIPAA-appropriate workspace (if 
required), ergonomic setup consistent with restrictions.

Important Guardrails

Same written offer letter and restriction documentation required 
— remote RTW is not informal

HIPAA and data security must be verified before sending 
patient/customer data to home workstation

Carrier must be notified — remote transitional duty is still part of 
the active claim

Regular virtual check-ins are required — isolation at home can 
worsen mental health complications

Remote RTW Checklist

Before Offering Remote Duty:
☐ Role can be performed with home tech
☐ Restrictions reviewed against home setup
☐ HIPAA / data security requirements met
☐ Carrier notified and offer letter drafted
☐ Home ergonomic setup confirmed

During Remote Duty:
☐ Weekly virtual check-in scheduled
☐ Productivity metrics agreed upon
☐ Updated restrictions shared promptly
☐ Re-evaluation date set with provider

Resources:
☐ Free voice-to-text: Windows Dictate / Google Docs
☐ Free HIPAA guidance: hhs.gov/hipaa
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The 3-Question RTW Test: Low-Impact Edition
Apply the framework — with answers specific to your environment

In low-impact environments, the answer to at least one of these questions is almost always YES. Your job is 
to ask them before you assume there is no RTW option.

1 Can this employee do any part of their current job?

In a low-impact environment, the answer is almost always yes —
even partially. Keyboard restriction still allows phone work. Sitting 
limit still allows alternating desk tasks. One-hand restriction still 
allows most verbal and review functions.

CSR with wrist restriction: can still take calls, review scripts, mentor 
new staff
Admin with shoulder restriction: can still manage email, 
scheduling, phone coordination
Data entry clerk with back restriction: can still verify entries, 
dictate corrections

2 Is there another task in the business they could safely perform?

Every low-impact operation has perpetually undone tasks. Filing 
backlogs, policy updates, training documentation, supply audits, 
vendor coordination. These are real, valuable, and almost universally 
restriction-compatible.

Updating the employee handbook or procedures manual

Processing backlogged correspondence or digital file 
organization

Auditing supply inventory or coordinating vendor renewals

3 Can we modify a task or role to fit their restrictions?

In low-impact environments, modification is almost always low-cost. 
Voice-to-text software, a sit-stand riser, a different chair, a headset, a 
monitor adjustment. Most modifications cost under $150 and take 
30 minutes to set up.

Keyboard restriction: voice-to-text software (free), ergonomic 
mouse ($25–$50)

Sitting limit: sit-stand desk riser ($30–$150), movement break 
schedule
Shoulder restriction: monitor riser ($20), armrest adjustment (free)
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Low-Cost Ergonomic Accommodations
The three essentials — full list with pricing in your toolkit

FREE

Voice-to-Text Software

Windows Dictate, Google Docs Voice Input, 
or Apple Dictation. Eliminates keyboard 
dependency for most documentation 
tasks. Learning curve: 1–2 days.

Best for: Wrist, hand, and finger 
restrictions

$30–$150

Sit-Stand Desk Riser

Converts any desk to a sit/stand 
workstation. Allows employees with 
lumbar restrictions or sitting limits to 
alternate positions throughout the shift 
without leaving their workstation.

Best for: Lower back and sitting limit 
restrictions

$20–$60

Telephone Headset

Eliminates phone cradle posture 
(neck/shoulder strain). Enables hands-free 
operation for wrist and shoulder 
restrictions. Essential for high-volume 
phone roles.

Best for: Neck, shoulder, and wrist 
restrictions

3 more items in your toolkit:
Ergonomic mouse • Monitor riser • Lumbar 

cushion
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Challenges Unique to Low-Impact RTW
What to watch for — and how to handle it

"They Can Just Work From Their Desk"

Supervisors in office environments sometimes assume an employee 
with restrictions can return without any accommodation — because 
the job is already sedentary. This leads to employees working beyond 
their restrictions.

Train supervisors to read restrictions specifically and apply them 
literally. "No keyboard" means no keyboard — not 'a little keyboard is 
probably fine.' Overshooting restrictions creates reinjury liability.

Coworker Dynamics

Colleagues who observe modified duty — fewer calls, lighter workload, 
remote days — may perceive it as preferential treatment. This creates 
resentment and can pressure the returning employee to exceed their 
restrictions.

Communicate the RTW commitment to the team without disclosing 
medical details. Language: 'We support employees through recovery 
— this is how we do that for everyone.' Reinforce: RTW is a policy, not a 
favor.

Mental Health Complications

Anxiety, depression, and workplace stress-related conditions are 
common secondary diagnoses in service industry workers' comp 
claims. They extend recovery timelines significantly and are often not 
identified until the claim is already complex.

Watch for: social withdrawal, missed appointments, prolonged non-
response to check-ins. Involve the carrier's nurse case manager early. 
Consider an EAP referral. Connection to the workplace — even 
modified — is itself therapeutic.

The Remote Work Gray Area

Remote RTW can feel informal — employers sometimes treat it as 
'working from home when feeling up to it' rather than structured 
modified duty with proper documentation and carrier notification.

Same standards apply: written offer letter, restriction compliance, 
carrier notification, regular check-ins. Remote RTW that is 
undocumented exposes the employer if the claim is disputed or if the 
employee is reinjured while working at home.
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Steps for Providing a Modified Duty Assignment
What to do from restriction receipt to first day back

1

Receive & Review Restrictions
Obtain the written restriction form from the 
treating provider. Read it literally — note start 
date, duration, and specific task or hour limits.

2

Identify Available Modified Work
Apply the 3-Question RTW Test. Match 
restrictions against available tasks. Document 
what the employee can and cannot do — do 
not assume.

3

Prepare the Written Offer Letter
Complete the Suitable Work Offer Letter. 
Include job title, start date, hours, pay rate, 
specific duties, and which restrictions are 
being accommodated.

4

Notify Your Workers’ Comp Carrier
Contact the carrier before the employee 
returns. Provide the offer letter, restrictions, 
and start date. Wage information may affect 
TTD benefit calculations.

5

Brief the Supervisor & Prep the 
Workspace
Share restrictions — not the diagnosis — with 
the direct supervisor. Arrange equipment and 
accommodations before Day 1. Confirm the 
workspace meets restrictions.

6

Monitor, Document & Re-evaluate
Check in at Day 3, Week 1, and each new 
appointment. Update the carrier on any 
restriction changes. Set a re-evaluation date 
with the treating provider.



|

You Have the Framework.

YOUR NEXT STEPS BEFORE THE NEXT CLAIM:

-- Complete the Transitional Duty Task Inventory - sample available 

in the toolkit

-- Identify 2–3 low-cost accommodations to purchase before you 

need them

-- Brief your supervisors on restriction-reading and the 3-question 

test
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Thank you for attending

WHAT'S INSIDE:
▸ Transitional Duty Task Inventory
▸ Return to Work Policy Templates
▸ Suitable Work Offer Letter Templates
▸ Ergonomic assessment guides
▸ Return-to-Work planning tools

Scan the QR code or visit cmjts.org
to access your toolkit.

Resource Guide


	Caring for your workforce�Workplace Injury Prevention and Return-to-work Essentials
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15

