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ASSESSMENT FOR BSBWHS407

	Student name
	Kylie Glass

	Date of assessment submission
	26/02/2019


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect. 
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Processing claims
	· Workbook response (below)

	2. Assisting with managing claims
	· Workbook response (below)

	3. Design of return-to-work program
	· Workbook response (below)

	4. Facilitating consultation
	· Workbook response (below)

	5. Addressing breaches
	· Workbook response (below)

	6. Evaluation of programs
	· Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	Calty Constructions

	Workgroup
	Workgroup 1



Also, identify a (hypothetical) worker who is injured and seeking compensation. Their injury must be serious enough to prevent them from returning to the same duties upon their return to work:

	Role of injured party
	Jim Short

	Describe their 
pre-injury duties
	Qualified roofer completing full trade duties

	Describe injury that has been sustained by worker
	Injury to his lower back which limits his ability to bend and lift heavy items. 







	ACTIVITY 1 

	Workers’ compensation claims consist of a number of different components, including:
· Processing claims
· Notifying the rehabilitation provider
· Preparing forms/reports

For each of these areas, identify the requirements found in: 
a) Legislation
b) Organisational policy
c) Organisational procedure




	Processing claims

	Legislation

	· Workers’ Compensation and Rehabilitation Act 2003
Section 133 Employer’s duty to report injury
(1) An employer, other than an employer who is a self-insurer, whose worker sustains an injury for which compensation may be payable must complete a report in the approved form and send it to the nearest office of WorkCover.
(2) The employer must send the report immediately after the first of the following happens – 
a. the employer knows the injury has been sustained;
b. the worker repots the injury to the employer;
c. the employer receives WorkCover’s written request for a report.
Section 133A Employer’s duty to tell WorkCover if worker asks for, or employer makes, a payment
(1) an employer, other than a self-insurer, must give WorkCover written notice in the approve form if-
a. a worker asks the employer for compensation for an injury sustained by the worker; or
b. the employer pays the worker an amount, either in compensation or instead of compensation, that is payable by the employer or WorkCover under the Act for an injury sustained by the worker.


	Policy

	· Rehabilitation Policy
Organisational policy for rehabilitation provides for the requirement to commence workplace rehabilitation as soon as possible after a workplace injury or illness has occurred.  The rehabilitation process includes the processing of claims.

“Calty Constructions is committed to providing a safe and healthy work environment, but in the event of an injury or an illness, making sure workplace rehabilitation is started as soon as possible in accordance with medical advice”.


	Procedure

	· Workplace Rehabilitation Plan
The workplace rehabilitation plan states the following with regards to requirements for processing claims.

“WorkCover Queensland will determine the liability of a claim, i.e. Accept or reject application.

Calty Constructions may pay sick or other accrued leave to a worker while the claim is being determined.  Upon acceptance of a claim, leave will be reimbursed.  If the claim is accepted, WorkCover Queensland will pay weekly benefits to workers directly or Calty Constructions may choose to pay the worker directly and seek reimbursement from WorkCover Queensland”.




	Notifying the rehabilitation provider

	Legislation

	An employer has a legal requirement to notify the rehabilitation provider, or insurer, within 48 hours of an injury being reported.  Notification can be verbal or written.
Following the initial notification, subsequent requests for information from the insurer must be complied with within seven days.

The injured worker must submit a claim for workers compensation within 6 months of the date of injury, accident or date of death.  If a claim is not made within 3 years, but relates to an injury resulting in death or serious impairment of the worker, a claim can still be made.


	Policy

	· Rehabilitation Policy
The company’s rehabilitation policy does not reference a requirement for notifying the rehabilitation provider, nor does any other company policy.

I will recommend to management that this policy be updated to include such a requirement.


	Procedure

	· Workplace Rehabilitation Plan
The workplace rehabilitation plan states the following with regards to requirements for notifying the rehabilitation provider.

“The role of the rehabilitation and return to work coordinator (RRTWC) is to ensure an efficient system exists for immediate reporting of injuries to enable early worker contact regarding rehabilitation, to comply with the employer’s duty to report injury to the insurer and to ensure confidentiality of information provided”.





	Preparing forms/reports

	Legislation

	There are many forms and reports that relate to claims management and rehabilitation process. These include, injury report forms, claim forms, Work Capacity Certificates, Suitable Duties programs etc.

For this answer, I will touch on the register of injuries.

SafeWork NSW states that employers are required to keep a register of injuries. This is to record workplace injuries or illnesses sustained by workers regardless of whether there has been a claim made to the insurer.  The register can be kept in writing or electronically.

Having a register that all workers can access will help them raise any safety issues they have.  It can also help develop new safe work procedures.

The register of injuries must include:
· name of injured worker
· workers’ address
· workers’ age at time of injury
· workers’ occupation at time of injury
· industry in which the worker was engaged at the time of injury
· the date and time of injury
· nature of injury
· cause of injury
SafeWork NSW provide employers with a standard template that they can use.

	Policy

	The company’s WHS Policy states the following:

“Management will:
· ensure all incidents, accidents and near misses are investigated in line with procedures
· provide and injury management and return to work program which ensures effective injury management and rehabilitation is provide to all employees”.
To ensure compliance with this, the procedures for injury management cover the keeping of an injury register.

	Procedure

	The procedure: Workplace rehabilitation plan outlines what to do in case of injury, incident or near miss.  One step in the process is maintaining and injury register.
Our software program has an HR module, in which the accidents are recorded.  Important information must be logged, such as:
· name of worker
· location of incident
· details on incident/injury
· medical treatment provided
All completed forms, such as incident investigation forms, medical certificates, suitable duties plan etc. are saved to file and attached to this record.

Access to the HR module is limited to ensure personal details of the worker are kept confidential.





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Explain your role, as a workgroup supervisor, with respect to the following tasks:
a) Analysis of claim
b) Advising the claimant as to whether their claim has been accepted
c) Estimating the projected period of absence from work 
d) Helping ensure arrangements are made in the work team to deal with absence (where rehabilitation assistance is required)




	
	Explanation of your role

	a)
	My role, as a workgroup supervisor, with respect to the analysis of a claim includes:
· Ensure that an injury report form with investigation has been completed.  I am to ensure:
· the forms are completed properly, with all section and information entered.
· the investigation into the injury or incident was completed in consultation with the injured worker, witnesses and supervisors.  This will help to ensure all relevant information is collated and can be acted upon to ensure that the cause of the injury is rectified and to assist the treating the doctor.


	b)
	My role does not cover advising the claimant as to whether their claim has been accepted.  WorkCover Queensland will inform the injured worker directly, and in the case of a claim being rejected, they will advise them as to why.

My role, with regards to advising the claimant as to whether the claim has been accepted, it more to ensure that;
· the claim has been submitted to WorkCover Queensland and all supporting information obtained from the incident investigation has been provided
· I answer any questions that WorkCover Queensland have with regards to the incident or injury in a timely manner


	c)
	Because every injury is different, and each person heals at a different rate each case must be treated on its own merits.  In order for me to estimate the injured workers’ projected period of absence from work, I will need to consult with:
· the injured worker;
· their treating doctor; and
· their Rehabilitation and Return to Work Coordinator 
After discussing the case with each party, I will have an understanding of their expectations with regards to timeframes with returning to work on suitable duties / full duties.


	d)
	Once I have estimated the period of absence from work, I can liaise with the workers immediate supervisor and project manager to ensure suitable replacement staff have been arranged.  This consultation may also include discussions on what suitable duties may be available should the injured worker return to work on light duties.






	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Referring to the injured worker you identified at the outset, elaborate on the following points:
a) Identify the injured worker’s existing skills, experience and capabilities 
b) Explain how the worker’s job has been affected by their injury 
c) Explain how the worker’s job should be redesigned, including reduced hours and alternative duties
d) Identify retraining that is required, as the worker cannot return to pre-injury duties
e) Describe the timeframes in which the worker’s return-to-work program will commence 




	
	Summary

	a)
	a) In order to facilitate and effective return to work program for the injured worker I need to identify their existing skills, work history and experience and capabilities.
To do this I need to review his:
· HR records, which will show me his qualifications, licences and training history
· Project work that he has undertaken
· His statements that were recorded during the injury investigation process
· His supervisors input
After following these guidelines, I have established that his existing skills, experience and capabilities are:
· Licensed roofer with 20 plus years of experience
· Competent with using computers, mobile apps and the company software program
· Licensed to perform high risk works
· Licensed to drive EWP and boom lifts
· First aid trained


	b)
	The workers job has been affected by their injury.  He is no longer able to complete the more physical aspects of his role such as:
· lifting materials
· laying roof sheets
· installing gutters
· installing cladding
as they involve lifting and bending.  



	c)
	After consulting with the injured worker it was established that his role can be re-defined in such a way that he does not have to do any of the heavier, laborious manual tasks.  Because he is so experienced in the industry and has basic skill in the use computers and technology he is able to perform the combined role of Site Supervisor / Safety Officer.

This means he will spend his day performing tasks such as:
· Liaising with clients and management
· Organising staff and materials
· preparing project reports
· completing site inspections

By moving him to this new role, the company is not only keeping a valued employee, but are ensuring his role with the company is meaningful and satisfying.
By eliminating the manual tasks from his role, he is able to perform full hours of work.


	d)
	The training that is required for him to fulfill this new role includes:
· WHS training – in the form of a recognised course 
· In-house training in the reporting requirements and document control procedures the company has in place
· Supervision / Communication course


	e)
	The return to work program can commence immediately.  After consulting with management, treating doctors, RRTWC and WorkCover a suitable duties plan will be established.  This will state the lifting and bending restrictions.
The training he needs to complete for his new role can be completed in line with the suitable duties plan.





	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	Explain how you, as a workgroup supervisor, plan and implement a rehabilitation or return-to-work program through:
a) Facilitating consultation between rehabilitation provider, treating doctor and other health professionals
b) Facilitating consultation and ensuring regular communication is maintained between rehabilitation provider, managers and injured worker 
c) Seeking advice from health and rehabilitation professionals
d) Consulting with relevant managers about the return-to-work program
e) Consulting with the injured party in establishing a rehabilitation or return-to-work program




	
	Explanation of your role

	a)
	I facilitate the consultation between the rehabilitation provider, treating doctor and other health professionals by:
· Liaising with all stakeholders involved in the return to work process
· Communicate with the rehabilitation provider to give them updates on the injured workers’ progress
· Liaise with treating health professionals, ensuring treatment is directed towards rehabilitation goals


	b)
	Ways that I facilitate consultation and ensure regular communication is maintained between the rehabilitation provider, managers and the injured worker include:
· Initiate early communication with the injured worker to clarify the nature and severity of their injury
· Ensure a return to work plan for the injured worker is developed in consultation with the injured worker, rehabilitation provider, treating doctor and managers / work supervisors
· Provide overall coordination of the injured workers’ return to the workplace following an injury or illness 
· ensure all parties are aware of their responsibilities with regards to the injured workers rehabilitation


	c)
	The treating health professional are to provide ongoing medical advice to the worker and employer as to the workers safe level of work capacity. 
I would consult with the health professionals to ensure I have an understanding of how the injury has impacted the worker.  I would regularly review the workers’ recovery progress and amend their work as their level of ability improves.


	d)
	I would ensure:
· that the rehabilitation plan is developed in consultation with the worker, their manager and supervisor and the treating doctor.
· that the workers manager and supervisor are aware that they need to provide proactive support to the worker with their return to work by:
· assisting with the workers transition to work
· monitor rehabilitation and return to work plan to ensure the injured worker stays on track
· maintain positive communication with the worker about their progress 
· find opportunities to keep the worker engaged in meaningful tasks in the workplace


	e)
	I would:
· consult with the worker and identify duties that they can perform at the workplace while they recover
· collaborate with the worker to formalize a return to work plan that is safe for the worker to complete and reflects the medical advice provided by the workers treating doctors
· ensure the injured worker knows their responsibilities with regards to their rehabilitation, including:
· actively participate in their rehabilitation
· contribute to return to work planning
· make every effort to go back to work
· maintain regular and honest communication with doctors and employer





	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 5 

	Describe a breach that could occur with respect to the return-to-work program. 

Explain how you, as a workgroup supervisor, would (according to organisational policies, procedures and relevant legal and insurance requirements) undertake the following:
a) Identify and notify others about the breach to return-to-work program
b) Take remedial action for the breach
c) Modify the return-to-work program




	Breach to program
	Worker completing tasks outside of suitable duties plan




	
	Explanation of your role

	a)
	As a workgroup supervisor, part of my responsibility is to monitor the injured workers return to work plan and ensure all parties are complying with their respective duties.   
A potential breach to a return to work program that could occur is the Site Supervisor requesting or allowing the injured worker to complete tasks which are outside of allowed duties as specified in the suitable duties plan.

I would notify the notify relevant parties by holding a meeting.  At this meeting I bring the suitable duties plan as approved by the treating doctor.  The Site Supervisor, injured worker and I could discuss what the capabilities of the injured worker.  It is possible that:
· the site supervisor did not fully understand the restrictions in place by the doctor
· The injured worker feels as though they are capable of other duties.  


	b)
	Action that could be taken to rectify the breach could include:
· The injured worker and site supervisor both being aware of the restrictions in place and agreeing to suitable duties for the worker to complete
· Closer monitoring of the injured workers daily duties, with more regular check ins scheduled


	c)
	The return to work plan may need to be modified if the injured worker is feeling capable of other duties.  If this is the case, the injured worker is to return to the treating doctor for evaluation.  The injured worker is to let the treating doctor know of what duties are available and what they feel they are capability of.  It may be the case that the doctor requires them to stay on the same restrictions.
	Whatever the case, all parties are to be agreeance to comply with the return to work plan, which will help to ensure the workers best recovery and return to work.





	Outcome for Activity 5
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 6 

	Describe the process for evaluating rehabilitation and return-to-work programs.
a) Summarise the evaluation process you would undertake
b) Explain how you would implement recommendations to improve the system




	
	Explanation of your role

	a)
	The process I would undertake to evaluate the workplace rehabilitation and return to work programs involves analysing:
· the quality and outcomes of the rehabilitation program
· the value of support given by the rehabilitation providers
· the costs/savings resulting from the rehabilitation activities
I would determine the above by addressing the following questions:
· Are we helping our injured workers get back to work?
Look at the average time from date of injury to the rehabilitation action
Look to see if all injured workers have a rehabilitation plan in place
Look to see what the outcome of previous rehabilitation plans have been.  
· total days lost
· total days on suitable duties 
· number of workers return to work on full duties
· Are our rehabilitation providers effective?
Gain feedback from the injured workers
Are the injured workers receiving effective treatment?
Was the worker engaged during the planning and implementation process?
· Are management and supervisors supporting rehabilitation?
Are suitable duties meaningful?
Are suitable duties plans followed?
Are injured workers supported in the workplace and encouraged in their rehabilitation process?
Was the planning and implementation process timely?
Were issues easily resolved?


	b)
	· Discuss recommendations with management and rehabilitation providers to get their feedback and input.
· communicate the changes to all parties and ensure that any training or re-training is completed.
· set timeframes for the changes to be implemented
· define KPI’s to ensure the changes can be reviewed and monitored for success
· ensure company procedures are updated to reflect the changes.





	Outcome for Activity 6
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Which of the following are suitable options for an injured worker under a return-to-work plan? Select all that apply.
☒ 	Normal duties supported by other equipment
☒ 	Limiting the range of duties from the worker’s normal job 
☐ 	Terminating the worker’s employment
☒ 	Giving the injured worker an alternative position

	☐

	2. The worker and employer each have sections to complete on a compensation claim form. 
☒ 	True
☐ 	False

	☐

	3. Which of the following parties should consult when developing and implementing a rehabilitation or return-to-work plan? Select all that apply. 
☒ 	Rehabilitation provider
☒ 	Doctor’s associations
☒ 	Supervisors of the injured worker
☐ 	All workers of the organisation and their families

	☐

	4. A worker should only return to work if they are capable of returning to pre-injury duties. 
☐ 	True
☒ 	False

	☐

	5. Return-to-work programs cannot be modified after being implemented. 
☐ 	True
☒ 	False

	☐

	6. Which of the following are rehabilitation options for workplace injury? 
Select all that apply.
☒ 	Physiotherapy for physical injury
☒ 	Psychologist visits for stress
☒ 	Occupational Therapy for returning to everyday activities
☒ 	Surgery for physical injury

	☐



	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated (using the handout provided) or real.

	TASKS
	VERIFIED

	A. Assist a worker and employer to complete a workers’ compensation claim form, outlining the worker’s details, employment details, injury details and wages information. 
	☒

	B. Inform the claimant of the acceptance of their claim.
	☒

	C. Liaise with various parties to assist with the planning and implementation of rehabilitation/return-to-work program 
(e.g. rehabilitation provider, doctors, other health professionals, managers, affected worker). 
	☒

	D. Assist with design of rehabilitation/return-to-work program (to start as soon as possible):
· Document existing skills/experience/capabilities of affected worker 
· Consider the nature of the injury and estimate the period of absence from work
· Make arrangements in the work team to deal with absence
· Consider job redesign, retraining, reduced hours and alternative duties
	☒

	E. Facilitate regular feedback and communication with provider, supervising manager and worker to ensure rehabilitation/return-to-work program is meeting their expectations, taking action as required 
(e.g. reporting breaches, modifying programs, making recommendations for system improvement). 
	☒

	Name of observer
	Matthew DuPayne

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
☒ Other (specify): Manager

	Phone number of observer
	0401 326 370

	Email address of observer
	mattehw@calty.com.au

	Signature of observer
	
	Date
	26/02/2019
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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