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CHAPTER 14 

OPTIONS LETTER 

1. PHILOSOPHY.  In an effort to reduce the impact injuries and illnesses have on 
employees, the Department shall make all reasonable efforts to fully advise injured 
employees of their employment options and assist them in making appropriate 
decisions if they are medically unable to return to their usual and customary occupation. 

2. POLICY.  Commanders shall ensure that an employee who is medically determined 
to be permanently precluded from returning to their regular job duties is promptly 
provided an Options Letter (see Annex A). 

a. Commander's Involvement.  When an Options Letter is appropriate, 
commanders shall be personally and actively involved in the process of providing 
the Options Letter to an employee, and be familiar with every option offered.  The 
following steps shall be followed in the process: 

(1) Upon receipt of medical information that outlines a permanent preclusion to 
full duty, commanders shall contact the Disability and Retirement Unit’s (DRU) 
Disability Coordinator (DC) at (916) 843-3130.  Upon contact by a commander, 
the DC will provide the commander with a template of the Options Letter for 
personalization. 

(2) If the employee is working full duty at the time of notification, the 
commander shall immediately remove the employee from full duty status, and 
provide an Options Letter to the employee. 

(3) The commander shall ensure that the employee is provided a reasonable 
amount of time to review and respond to the Options Letter.  It is 
recommended that this review period not exceed 14 calendar days. 

(4) When medically feasible, the commander shall ensure that the employee is 
authorized to work in an appropriate limited-duty assignment pending review 
and response from the employee to the Options Letter.  If a limited-duty 
assignment is not medically feasible, employees will need to cover their 
absence by utilizing their leave balances.  For employees who have exhausted 
their leave balances, it is recommended that commands speak with DRU to 
review all options.   The commander shall communicate promptly with the DC 
to facilitate the provisions of the employee’s selected option(s). 



HPM 10.7 14-4 

(5) The commander shall attempt to meet with the employee and personally 
discuss the option(s) selected by the employee.  The commander shall 
document all actions taken to accommodate the provisions of the employee’s 
selected option(s). 

b. Employee’s Involvement.  To enhance the Department’s ability to provide 
necessary advice and assistance, the employee shall: 

(1) Immediately notify their commander of a medical finding which determines 
that they are permanently precluded from returning to their regular job duties. 

(2) Engage in the interactive process with the commander by responding to 
the Options Letter in the time period specified.  If a response cannot be made 
in the specified time frame, notify the commander promptly to discuss an 
extension. 

(3) Comply with offers for appropriate limited-duty assignments during the 
Options Letter review period, pending resolution of conflicting information, or 
during the appeal of any medical determinations. 

3. OPTIONS LETTER.  Although some options listed in the letter may not apply to 
certain employees, it is important that all employees are advised of any and all options.  
The Options Letter should be personalized.  However, commanders shall not modify the 
letter by adding or eliminating options unless these options have already been offered to 
the employee and denied.  The previous denial of an option should be specifically 
addressed in the opening paragraphs of the Options Letter. 

4. EMPLOYEE’S REFUSAL TO RESPOND.  If an employee refuses to respond to the 
Options Letter, the commander shall notify their Division and the DC to determine the 
next appropriate step.   

5. SPECIAL CIRCUMSTANCES.  Although the Options Letter shall be used in all 
situations in which employees are determined to be permanently precluded from 
performing their regular job duties, it may also be appropriate to use in situations where 
the length of an employee’s medical condition is indefinite.  In these situations, 
commanders shall contact the DRU to determine if an Options Letter is appropriate. 
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OPTIONS LETTER TEMPLATE 
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ANNEX A 

OPTIONS LETTER TEMPLATE (continued) 
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ANNEX A 

OPTIONS LETTER TEMPLATE (continued) 
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ANNEX A 

OPTIONS LETTER TEMPLATE (continued) 
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ANNEX A 

OPTIONS LETTER TEMPLATE (continued) 
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