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LETA ASSIGNMENT OF SAFETY RESPONSIBILITY 

Date: March 13, 2023 

To: All Employees 
From: Clarence Copeland, Executive Director 
Subject: Assignment of Safety Responsibility 

The ultimate responsibility for preventing accidents and controlling hazards rests with the 
management of Louisiana Educational Television Authority (LETA). Safety should be 
managed like any other administrative function. Management should direct the safety 
effort by setting achievable goals and by planning, organizing, and controlling activities to 
achieve those goals. The keys to effective safety performance are management 
procedures that assign accountability. The following is the list of responsibilities for 
various positions within LET A. 

LETA Executive Director 

1. Has full responsibility for safety.
2. Authorizes necessary expenditures to provide safe work conditions.
3. Approves safety policies as formulated by the LETA Loss Prevention

Coordinator.
4. Participates in the safety program as recommended by the LETA Loss

Prevention Coordinator (conducts safety tours, approves safety contracts,
reviews and responds to safety reports, ensures safety awareness among key
management personnel, evaluates safety program, reviews safety audits).

LETA Loss Prevention Coordinator 

The LETA Loss Prevention Coordinator is responsible for the overall development and 
implementation of the safety program of LETA. The LETA Loss Prevention Coordinator 
shall have direct access to the Executive Director. The LETA Loss Prevention Coordinator 
shall have open communication with all department heads acting in their roles as safety 
officers. The LETA Loss Prevention Coordinator shall demonstrate leadership to all 
department heads acting in their roles as safety officers. This shall include help and 
support in the development of LETA programs and policies. The duties of the LETA Loss 
Prevention Coordinator shall include but not be limited to: 

1. Primary responsibility for coordinating the safety operations at each facility of 
LETA and ensures safe work conditions.

2. Planning and directing a regular program of safety inspections.
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• Provide the employee with a Physicians' Modified Work Information sheet to give to the
treating physician.

• Inform the injured employee of Occupational Medical Clinics in the area.
• Allow the injured employee to seek treatment with a physician of choice.

7. Transitional Return To Work Team
The transitional work team reviews each employee who is eligible for workers' compensation 
lost-time benefits. 
Team Composition: 

• human resources representative
• immediate supervisor
• safety personnel
• management representative
• claim adjuster for ORM's TPA
• ORM TPA RTW coordinator
• ORM TPA Vocational Rehabilitation Coordinator as needed.

Team Scope 
• complete transitional return to work plans,
• review job modifications,
• job tasking,
• identify tasks,
• comply with the transition return to work plan requirement,
• oversee transitional return to work plans,
• report transitional return-to-work program results.

8. ORM TPA Return To Work Coordinator
The RTW coordinator is the primary contact for disability management and return to work 
planning. 
This includes but is not limited to: 

• Coordinate and administer disability management of the claim;
• Assist LETA with job tasking
• Assist and coordinate transitional return to work for the employee and LETA;
• Assist LETA with developing and facilitating accommodations;
• Monitor the RTW plan and provide progress reports to ORM and LETA.

9. Pre-accident Job Tasking
Job tasking is detailing each job task performed in a position. 

• Complete job tasking before an accident occurs or once an injury leads to lost time.
• Compile a master list of transitional tasks for each position.

• Maintain a job task file of each position for which a lost-time claim has occurred.

10. Accommodation Types
LETA should modify the following:

• job tasks,
• equipment and,

• schedules,
• up to six months utilizing Civil Service guidelines
• may utilize the Civil Service provision concerning Special Detail

LETA is not expected to create a position for Transitional Return to Work. 
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11 . Return To Work Process 
A completed transitional return to work plan should define the following; 

• Specific job tasks identified,
• Hours to be worked,
• Duty assignment
• Review of physical restrictions.

Each member of the team shall review and approve the plan. 

12. Eligibility For Return To Work
Assess job tasks of the pre-injury position to identify the following: 

• Task within current physical restrictions,
-based on a signed Physicians' Modified Work Information Sheet;

• Other tasks that can improve overall agency function;
• Tasks that promote return to gainful employment;
• The Office of Risk Management's TPA will be available to identify transitional return to

work task if needed.

13. Before The Return To Work
• Review the plan with the employee before the employee returns to work.
• Make an offer of transitional duty employment in writing;

certified mail return receipt request or 
electronic mail.. 

• If the injured employee is represented by counsel, the notice shall be sent to the
employee via counsel.

14. The Return To Work Offer
The offer of transitional return to work employment shall include the following; 

• A specific return to work date and time
• Duty assignment
• Who to report to
• Provide transitional employment for up to six months or until the injured worker can

medically return to full duty, whichever comes first.

15. Employee responsibility
• Return the physician Modified Information sheet to the immediate supervisor within 24 hours of

receipt of the signed form from the treating physician.
• Accept the transitional return to work offer.
• Report to work as requested in the return to work offer letter.
• Work within the restrictions provided by the physician.
• Comply with medical treatment and keep scheduled medical appointments.
• Advise the immediate supervisor and the ORM TPA RTW Coordinator if the transitional work is

physically too difficult.

16. After The Employee Has Returned To Work
• Evaluate the plan every 30 days to assess the employee's ability to return to full duty.
• Do not require the employee to perform tasks that have been prohibited by the treating physician.
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