[image: image1.png]



	AREA
	OCCUPATIONAL HEALTH & SAFETY

	TITLE
	OCCUPATIONAL REHABILITATION AND RETURN TO WORK POLICY AND PROCEDURE

	NUMBER
	10.6.1


PAGE  
[image: image2.emf]

	1.  Introduction
	Return to work may be described as the process of restoring injured workers to full employment within the workplace through a progression of suitable duties, consistent with medical constraints. For return to work programs to succeed, both parties, employer and worker, must put in mutual effort. The employer must provide duties suitable to the medical constraints and the worker must be willing to take up those suitable duties.

	2.  Policy

	Babcock and Brown Communities is committed to providing a safe and healthy workplace for all workers. In the event of a work related injury we will take all necessary steps to ensure the injury does not happen again. Should one of our workers incur a work related injury that means they are unable to continue their normal work we will provide the necessary assistance for them to remain at work, or return to work as soon as it is safely possible. We will do this through risk management and occupational rehabilitation and our commitments are as follows:

	4.

OHS Risk Management Program
	BBC Will:

· Take all practicable steps to identify, assess and control any known or potential risks to workers and visitors
· To encourage the early reporting of all work related injuries / illnesses related to the work we undertake and to investigate all incidents, accidents, injuries or near misses to identify their cause(s) and prevent reoccurrence

· Comply with all legal obligations, including notification of incidents to State Authorities when required.

	5.

Occupational Rehabilitation Program
	BBC Will instigate the following at the earliest opportunity:

· Assist our injured workers to remain at work/return to work as early as possible.
· Commence Return to work planning as soon as possible after an injury, consistent with medical advice, and instigate treatment, return to work activities and any reasonably necessary occupational rehabilitation services. 
· Offer suitable employment, including modified or alternate duties, consistent with medical opinion, to all injured workers.
· Develop an individual return to work plan in consultation with any worker and their treating practitioner who is unable to work for 20 calendar days or more. 
· Consulate and communicate with all workers and / or representative worker(s) in the development and review of our occupational rehabilitation program. 
· Maintain confidentiality of worker’s information obtained during their return to work or while undertaking occupational rehabilitation services.
· Encourage participate in a return to work plan that will not, of itself, prejudice any injured worker.


This program represents our commitment to workplace occupational rehabilitation and return to work following work related injury. As representative of its development and our mutual commitment, this program is endorsed by:
Signature: ________________________  Signature: _____________________      Signature: ___________________  

Managing Director (BBC) 
       Facility Workers representative        Facility Manager / RTW Coordinator
Date: _____________________
      Date: _____________________         Date: ______________________
APPROVED OCCUPATIONAL REHABILITATION PROVIDER

Our nominated approved occupational rehabilitation provider is:

________________________________________ Telephone:_________________ Review date : 1st August 2008
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	1.  Introduction
	In accordance with the Rehabilitation & Return to Work Policy, it is Babcock & Brown Communities commitment to commence early workplace rehabilitation to facilitate early return to productive employment for all injured employees.

	2.  Purpose

	· To observe worker’s rights under State Workers Compensation Acts.

· To commence early workplace rehabilitation by the provision of suitable duties consistent with medical constraints.

· To ensure that workers return to work as soon as possible is the normal expectation.

· To ensure that rehabilitation participation will not prejudice an injured worker.

	3.  Scope
	This document applies to all employees of BBC.

	4.  Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions


	5.  Procedure / Application Step
	Rehabilitation / Return to Work Coordinator Facility / Service Manager
	Injured Worker

	5.1 Reporting &

Forms  
	· Ensures staff incident form – OHS 10.2.2.1 Incident & Investigation form, workcover claim forms and other relevant information are completed.

· The RTW claims manager / Site Manager refers all documents onto the prescribed insurer (Keep copies of all documents on Site file)

· The workcover medical certificate and the work cover claim form will be forwarded onto the prescribed workcover insurer/agent for processing.
· Please note that a normal Medical certificate will not, be accepted by the Victorian Accident Compensation Commission for the purposes of verifying a Work cover claim – the ACC will only accept the Work Cover Medical certificate. Doctors normally have a supply of these forms.
	· Injured worker attends doctor of choice for medical consult & work constraints. (Introduction letter from Facility Manager is given to the treating Doctor)
· Doctor should be notified that the injury is the result of an accident at work, and that the record, of your visit, including details of time off should be completed by the treating Doctor on a Work Cover Medical Certificate
· Injured worker completes staff incident form & applicable Workcover forms & gives them to Facility / Service Manager / RTW Coordinator as per specific workplace protocol.

· Failure to properly complete a claim form may invalidate your claim.

· Give all certificates to the Site Manager / RTW Coordinator as per specific workplace protocol.

	5.2 Early intervention through development of Return to Work Plan
	· Arrange a meeting as soon as possible with the injured worker, Supervisor or Manager to decide suitable duties in accordance with the medical constraints.

· Individual RTW Plan prepared by RTW Coordinator in consultation with injured worker and treating Doctor(s) / Consultant.
· Develops suitable duties to offer in accordance with medical constraints (Communication with treating practitioner should be discussed with the injured worker.
	· Meet with the RTW coordinator / Manager at arranged time.

· Suitable duties will be offered as soon as practicable from the date of the injury, the employee has the right to discuss and participate in the development of this offer.

· The worker is obliged under State Law to accept a reasonable offer of suitable employment and actively participate in that employment.

	5.3 Request for

Medical Consult / ASCENTOR P/L
	· Arrange for the injured worker to attend the consulting doctor for the purpose of obtaining the medical constraints. (Refer Ascentor P/L (Known previously as ABRM) rehabilitation Manual to provide guidance for managers and supervisors. 
· Organises for the Consultant doctor to speak with the treating doctor to obtain agreement on medical constraints
	· Attend Consulting Doctor Appointment as arranged.

	5.4 Rehabilitation

Providers / ASCENTOR P/L designated Consultant.
	· A Manager may engage the services of a Rehabilitation Provider to assist in the RTW of those workers who suffer a serious workplace injury / illness, with a view to reinstatement back to meaningful employment within the workforce. Please note that in Victoria an employee has the right to choose their own provider. 
· A provider would only normally be used in serious complicated matters.

· The provider must be committed to workplace based rehabilitation.

· The provider must prepare a rehabilitation plan in consultation with the worker and his treating doctor, the RTW Coordinator and if necessary, recommend workplace modification.

· The provider must monitor that plan.
	· Worker has the right to their choice of an approved Rehabilitation Service Provider.

· The worker is obliged under State Law to cooperate with the employer regarding rehabilitation.

	5.5  Dispute resolution
	Consultation between RTW Coordinator - the manager, the worker (the worker’s representative when requested by the worker) and the prescribed Work Cover Insurer.
State Inspectorate may be consulted as applicable and deemed necessary to resolve dispute. 


	6.  Accountabilities
	Rehabilitation / Return to Work Coordinator
	Facility / Service Manager
	Injured Worker

	
	· Ensure claim forms and other relevant information have been completed and forwarded to the Prescribed Work Cover Insurer within the prescribed time limits.

· Establish and maintain a rehabilitation file.
· Facilitate RTW plan through providing support and training to Managers.
· Ensure confidentiality of personal information.

· Review progress and keep file notes.

· Ensure that a return to work service provider is engaged in those serious or complicated cases where specialised medical treatment and / or prolonged incapacity is involved and / or vocational assessment is required.
	· Ensure claim forms and other relevant information have been completed and forwarded by the RTW Claims Coordinator within legislative timeframes.
· Ensure that the obligations and rights of the worker are communicated to the worker.

· Encourage the worker to participate in the rehabilitation program.

· Ensure confidentiality of personal information.

· Review progress and keep file notes.

· Recognises that any ill / injured worker always maintains the right to treatment by a medical practitioner of their choice
	· Consult & participate in the development of the Return to Work Plan.

· The injured worker may enlist the help of a representative of their choice at this meeting – particularly if of Non English speaking background.

· Participate in the Return to Work Plan.

· Participate in Rehabilitation as applicable.

	7.  Training 


	Rehabilitation / Return to Work Coordinator / Facility / Service Manager
	Injured Worker

	
	· Will receive training in applicable Workcover Legislation and development of Return to Work Plans from the applicable State / Country Authority in accordance with the level of their role within the organization.
· Training may also be provided by the Organisational Workcover agent(s)
	· Will receive instruction on Incident reporting and Investigation on induction to the organization.

· Posters advertising State Workcover Workers rights and responsibilities are displayed in all Facility / Service staff lunch rooms / meeting areas.

	
	

	8.  Performance Indicators and Monitoring Improvements
	· Policy displayed 
· Have you had an Injury Poster (State Model) displayed 
· Provider contact & RTW coordinator known & documented

· % of claims V’s RTW plans



	9.  Audit    Records
	· Completed Incident & Investigation forms.
· Completed Claims & Return to Work Plans

	10.  Related Forms & Templates


	OHS 10.2.2.1 Incident & Investigation form

OHS 10.6.2 Medical Information Release Form

OHS 10.6.2.1 Letter to Treating Doctor Template

OHS 10.6.3 Return to Work Checklist for Managers

OHS 10.6.3.1 Return To Work Plan Details Template

OHS 10.6.3.2 Offer of Suitable Employment

	11.  Record Keeping
	All records must be kept for a period of 7 years



	12. Legislation

References
	

	 Victoria
	Occupational Health and Safety Act 2004

Accident Compensation Act 1985

	NSW
	OHS Act 2000 & OHS Regulation 2001
Workers Accident Compensation & Injury Management Act 1998

	QLD


	Workplace Health & Safety Act 1995

Workplace Health & Safety Regulations 1997

	Western Australia
	Workers Compensation & Rehabilitation Act 1981

	South Australia


	Occupational Health Safety & Welfare Act 1986

Occupational Health & Safety Regulations 1995

	ACT


	Occupational Health & Safety Act 1989



	NT
	Work Health Act 1986

(New Act to be released in April/May 2008 to be called:

Work Health & Safety Act 2008)

	NZ
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002
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