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ASSESSMENT FOR BSBWHS407

	Student name
	Chandal Craven

	Date of assessment submission
	Click here to enter a date.


	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
	Rokcorp Constructions

	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
	Davie Jones

	Describe their 
pre-injury duties
	Concrete finisher

	Describe injury that has been sustained by worker
	Crush injury due to machinery falling on scissor lift.
Cuts to left side of chest, arm, and shoulder. Abrasions to head.






	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

	The worker is required to notify the employer as soon as possible.
Register of Injuries
Section 35 to 39 of the Workplace Health and Safety Act 2011.

	Policy

	A claim for workers compensation should be made within 6 months od the date the injury is recorded. If a claim is not made within 3 years but worker sustains permanent temporary injuries from the incident a claim may still be made.
Injured worker completes a worker’s compensation claim form, employer completes their section of the form and submits. 

	Procedure

	Initiating early communication with workers as soon as possible following an injury to assess rehabilitation needs and to notify relevant parties




	Notifying the rehabilitation provider

	Legislation

	Report injury and start the claims process, employer has a legal requirement to report injury within 48 hours of an incident being reported

	Policy

	All injuries must be notified to the supervisor as soon as possible.

All injuries will be recorded in the Register of Injuries.

Our Workers Compensation Scheme Agent will be notified of any injuries that may require compensation within 48 hours.


	Procedure

	All injured employees will receive appropriate first aid or medical treatment as soon as possible.

The injured employee must nominate a treating doctor who will be responsible for the medical management of the injury and assist in planning return to work.





	Preparing forms/reports

	Legislation

	All injuries are reported to the desigated First Aid Officer in the workplace
A register of Injuries needs to be completed
A Workcover Certificate of Capacity is required from the employee’s treating doctor or hospital report
Notify insurer of injury
An injury management plan should be put in place this outlines a treatment plan, rehabilitation and return to work plan, an individual return to work plan must be in place for each injured worker who is to return to work with suitable duties..

	Policy

	All injuries on the Register of Injuries
Where the injury requires medical attention or off site treatment, the employer will complete an Incident Investigation Report in the event of any injury involving medical attention or off site treatment or in the event of any incidents involving a near miss, property/plant damage or injury to the public or the environment.
Incident Investigation Reports are provided to the principal contractor


	Procedure

	1. First Aid/ Medical Treatment
2. Employee should receive first medical certificate, employer to report injury within 48 hours
3. Employee completes Workers Claim Form
4. Employer completes their section of form
5. Employer to submit form to workcover within required timeframe
6. Return to work re suitable duties, reduced hours, workcover rehab 

participate in the development of an injury management plan and ensure that injury management commences as soon as possible after an employee is injured.

support the injured employee and ensure that early return to work is a normal expectation.

provide suitable duties for an injured employee as soon as possible.

ensure that our injured employees (and anyone representing them) are aware of their rights and responsibilities – including the right to choose their own doctor and rehabilitation provider, and the responsibility to provide accurate information about the injury and its cause);

consult with our employees and, where applicable, unions to ensure that the return-to-work program operates as smoothly as possible.

maintain the confidentiality of injured employee’s records.

not dismiss an employee because of a work-related injury within six months of becoming unfit for employment.





	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)
	Complete Employer Claim Form
Submit claim form and report to insurer within correct timeframe i.e. within 6 months

	b)
	The insurer will assess the claim and provide feedback on their decision within 20 days. This decision must be communicated back to the injured worker.
The insurer will have 3 outcome the claim will either be accepted, rejected in which the worker is able to dispute this decision or will have a pending outcome.

	c)
	The projected period of absence is determined through liaison with medical practitioners and occupational therapists.

 

	d)
	Organise extra manpower where needed in absence of injured worker.
Any new or modified tasks need to comply with medical requirements and restrictions as outlined by medical professionals
A new work plan is required to be put in place and make appropriate recommendations within the workplace
A risk management process needs to be completed to ensure safety of other workers following the incident which caused injury. 




	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)
	The worker has been employed with Rokcorp Constructions as a concreter on a permanent casual basis for 3 years. Duties include place and finish of concrete
The employee age, skills, education and experience should all be taken into account, any medical information and a rehabilitation program.  

	b)
	Look at he workers skills and experience when finding other suitable tasks and jobs the worker can do.
Medical practitioner may provide a work capacity certificate to follow with a return to work plan.
The employer is required to provide suitable employment as soon as the injured worker has capacity to return to work. 
 

	c)
	The workers employment shall be redesigned in accordance with the return to work program. This will include an outlay of suitable duties and reduced working hours so that the worker can return in a safe manner
Develop a suitable duties program in consultation with the worker, insurer, employer, doctor, and other appropriate providers
Also ensure the suitable duties program is consistent with the current workers' compensation medical certificate or injury report and is regularly monitored and updated 

	d)
	Retraining in accordance with a clearance certificate when the work-related injury has resolved or that the worker has a full capacity for work.
Internal or external retraining may be required under section 53 this provides the employee to gain other qualifications to continue productive employment while recovering

 

	e)
	The incident must be reported within 8 days. Injury attended to; medical certificate supplied by treating doctor. Worker submits claim form, employer complete their part of claim form. Employer completes claim form and reports to insurer within 6 months timeframe. 
The rehabilitation and return to work plan must be reviewed and evaluated at regular intervals as the worker’s rehabilitation progresses
The employer must hold the workers position for 12 months.




	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)
	Close consultation between the employee, rehabilitation provider, doctor, and other medical practitioners through timely phone calls to discuss rehab and treatment program.

	b)
	Through open lines of communication including phones calls and emails and obtain information about the injured worker’s capacity for work, consulting with relevant parties.

	c)
	To determine the nature and extent of the workers injury, treatment needed, length of time worker will be rehabilitating, to discuss work restrictions upon return to work and to outline a recovery time frame to plan and place a return to work program with suitable duties
Liaising with other health professionals including OT physiotherapist, GPs and mental health practitioner if needed.

	d)
	Relevant managers and supervisors should be aware of the return to work program so that suitable duties are adhered to, to avoid any further injury
Supervisors and managers should determine the worker’s existing skills, experience, and capabilities. This can be used to determine whether a job redesign, reduced hours or alternative duties are required.

	e)
	Include input from the employee about the return to work program set in place
Encourage the employee’s participation and implementation of their return to work program
To communicate the employer’s expectations on the return to work program this may include retraining  
Depending on the individual circumstances of the injured employee, suitable duties may be at the same workplace or a different workplace, the same job with different hours or modified duties, a different job and may involve full-time or part-time hours.





	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
	Failed to provide certificate of capacity from medical practitioner upon return to work




	
	Explanation of your role

	a)
	Employee requesting to return to work. Does not have a current medical certificate including capacity to work. 

	b)
	Contact GP for capacity of work certificate and workcover.

	c)
	Upon receipt of certificate of capacity to work liase with medical practitioner to arrange a suitable duties plan and provide suitable duties that are consistent with the medical report. 




	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)
	To ensure timely return to work, with employee position with employee’s position available for 12 months after injury. Ensure the worker returns with suitable duties this may start with light duties and progressively work towards full duties with medical clearance. 
The injured employee will be offered the assistance of a trained Rehabilitation and Return to Work Coordinator if it becomes evident that they are not likely to resume their pre-injury duties, or cannot do so without changes to the workplace or work practices.


	b)
	 Clearly outline duties that should not be performed through the return to work program. Communicate with the employee their existing skills and experience
A suitable person will be arranged to explain the return to work process to the injured employee.

.




	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
	Donna Sartor 

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

	Phone number of observer
	0407026772

	Email address of observer
	chansartor@gmail.com

	Signature of observer
	
	Date
	12/10/2020
	Comments
	Donna Sartor the director of Rokcorp and Sartors Concrete has watched Chandal liase with employees within our own company from onset of injury at work through to workcover claims and return to work plans, much communication within Workcover has been recorded over the years.
Total Claims Solutions’ Injury Manager Co-ordinator Sandra Long is the agency we deal with for work injury managenment.




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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