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ASSESSMENT FOR BSBWHS407 
 
Student name Samantha Bailey 
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: 

o 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) 

o Quiz: You will be required to complete a series of questions to demonstrate your 
knowledge and skills.  

o 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) 
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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 The Landscape Construction Company (TLCC) 
Workgroup Landscaper Construction Crew 

 
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 Landscape Labourer - Construction 
Describe their  
pre-injury duties 

Softscape duties would include maintenance of gardens, 
yards, parks through planting, watering, pruning, mowing, 
trimming, watering, fertilizing, digging, raking, sprinkler 
installation, etc. Hardscape duties would include installation of 
motarless segmental concrete masonary wall unit, retaining 
walls, footpaths, park benches, BBQ’s, etc.  
 Use hand tools and operate grounds maintenance 

equipment.  
 Assisting with the Installation paver patios; stone, wood or 

segmental block retaining walls.  
 Interpreting landscape design prints with leading hand 

and implements the landscape construction plan.  
 

Describe injury that 
has been sustained 
by worker 

Lower back pain during loading of sand into wheelbarrow. 
Twisting motions of back under load  

 
 
  

PCBU

Supervisor: 
Workgroup 1

Workers

Supervisor: 
Workgroup 2

Workers

Supervisor: 
Workgroup 3

Workers

Management
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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 
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Processing claims 
Legislation 
Under Section 134 (2) of the Workers Compensation and Rehabilitation Act 2003 – 
The insurer must assess the claim and provide their decision within 20 days and 
communicated back to the injured worker.  
A claim for workers compensation should be made within six months of the date of 
injury, incident or date of death.  
Under Section 167 of Workers’ Compensation and Rehabilitation Act 2003, if an 
insurer requires more information to make a decision on a claim, the information 
much be provided within 10 days of receiving the notice.  
If a claim is accepted, under Section 142 of the Act, this compensation is to be 
paid from the date of the assessment by the medical practitioner and payments 
start as per the requirements under Section 141 of the Act.  
 
It is a requirement under legislation for employers to take out insurance for work-
related injuries.  
 
Subdivisions 2 & 3 Workers Compensation and Rehabilitation Regulations 2014.  
 
Policy 
Workers’ Compensation 
Our Company values our workers. If a worker wishes to claim WorkCover, our 
Company asks that they discuss their claim directly with the Office Administrator. 
The Office Administrator will ensure that the relevant documentation be 
forwarded to WorkCover Queensland and contact will be maintained with this 
worker until their return to work. 
Rehabilitation 
TLCC has in force a Rehabilitation Policy. The aim of the policy is to ensure: 
That a culture of acceptance for workplace rehabilitation exists; 
We have a process to support an early safe return of any worker who has an 
injury/illness; 
The position of the Rehabilitation and Return to Work Coordinator (RRTWC) is 
adequately resourced; and 
Adequate storage is provided for rehabilitation files to maintain confidentiality 
of this information 
 
All personal information and records in the injury management process will be 
collected and kept confidential in accordance with the TLCC privacy policy. 
 
Procedure 
If a worker wishes to claim WorkCover, our Company asks that they discuss their 
claim directly with the Manager. The manager will complete a Claim Form 
(available on the Queensland WorkCover website) and send it to WorkCover 
within 
eight business days of: 
 Knowing about the injury; 
 The worker reporting the injury to management; or 
 WorkCover requesting additional information from the Company. 
TLCC 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 
 
Responsibilities of injured workers: 
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 To maintain communication with the employer/Rehabilitation and Return to 
Work Coordinator about relevant issues related to their compensation claim 
 

 
 
Notifying the rehabilitation provider 
Legislation 
The Workers’ Compensation and Rehabilitation Act 2003 under section 226, states 
a legal obligation for Queensland employers to take ‘all reasonable steps’ to assist 
or provide rehabilitation to injured workers on compensation. Under Section 228 of 
the Act, an employer is obligated to assist or provide rehabilitation.   
Under Section 220 insurers are responsible for organising an injured worker’s 
rehabilitation and return to suitable duties.  
Policy 
Where time off work is required, the aim is to ensure a return to work occurs as 
soon as medically advisable. Within realistic time frames, workplace rehabilitation 
is actively facilitated to:  
• maintain injured or ill employees at work  
• ensure the employee’s earliest possible return to work  
• maximise the employee’s independent functioning, and 
 
TLCC aims to provide early access to rehabilitation services, for example 
accredited workplace rehabilitation providers where required;  Develop and 
implement the injured and/or ill employee’s return to work plan in conjunction with 
the employee, our workers’ compensation insurance provider 

Rehabilitation Providers may be used to assist with an employee's rehabilitation in 
various situations.  

All personal information and records in the injury management process will be 
collected and kept confidential in accordance with the TLCC privacy policy. 
 
Procedure 

Notifying the rehabilitation provider  
Responsibilities of supervisors: 

 To immediately notify the Rehabilitation and Return to Work Coordinator of 
injury either by phoning or faxing the injury report or WorkCover 
documentation. 

 To actively assist the Rehabilitation and Return to Work Coordinator in 
identifying and co-ordinating suitable duties 

Responsibilities of injured workers:  

 To maintain communication with the employer/Rehabilitation and Return to 
Work Coordinator about relevant issues related to their compensation claim 

 To ask their doctor to complete a Work Capabilities Checklist (if required) 

 
 
All personal information and records in the injury management process will be 
collected and kept confidential in accordance with the TLCC privacy policy. 
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Preparing forms/reports 
Legislation 
The Work Health and Safety Act 2011 creates a duty on persons conducting a business or 
undertaking to notify WorkCover immediately after becoming aware that a notifiable 
incident arising out of conduct of business or undertaking has occurred. 
Where other incidents involving injury or illness to workers that are not notifiable under the 
WHS Act occur but where workers compensation is payable or may be payable employers 
should notify their insurer within 48 hours.  
Employer must submit claim form and report to insurer within the time limit (within 6 
months under section 131).   
Policy 

 TLCC management consults with employees through the health and safety 
representative to develop, implement and review the TLCC’s WPHS policy 
and associated plans. 

 All personal information and records in the injury management process will be 
collected and kept confidential in accordance with the TLCC privacy policy. 
 the worker completes a WHS-013 Hazard, Incident or Non-Conformance 

(HIN) Report 
 Injury incident notification forms are filled out in line with workplace health 

and safety regulations  
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Procedure 
1. Injury occurs; 
2. Employee reports to supervisor; 
3. Supervisor drives employee to medical consultation and completes TLCC 

documentation; 
4. Supervisor advises HSEQ department and office manager; 
5. Medical practitioner is informed of TLCC’s back to work policy, and 

generates a WorkCover report form; 
6. Medical practitioner forwards an injury report to TLCC specifying injury and 

treatment; 
7. HSEQ department investigates incident; 
8. HSEQ department and employee, formulate back to suitable duties plan 

with consideration of medical practitioner’s advice; and 
9. Employee, medical practitioner and HR manager review suitable duties 

plan weekly. 

The manager will complete a Claim Form (available on the Queensland 
WorkCover website) and send it to WorkCover within eight business days of: 

 Knowing about the injury; 
 The worker reporting the injury to management; or 
 WorkCover requesting additional information from the Company 

Employers are responsible and accountable for comprehensive reporting in a 
timely manner 

Responsibilities of Injured worker: 
       To apply for Workers' Compensation, this may include completion of a Claim 
Form. 
        To ask their doctor to complete a Work Capabilities Checklist (if required). 

 To complete a WorkCover Injured Worker Authorisation form to allow the 
employer/Rehabilitation and Return to Work Coordinator to discuss progress 
with medical practitioner. 

 Complete reports as soon as possible 
 

 
 
 
Outcome for Activity 1 ☐ Satisfactory   

☐ Not satisfactory 
Trainer/Assessor comments  
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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) I would follow all TLCC’s Risk Management process to analyse the incident that 

resulted in a worker being unable to undertake his or her job role fully.  
 
The below steps would be followed:  

Identify hazards - Hazard identification can happen through: 

 Pre-project risk assessment; 

 Performing pre-start inspections and checks on equipment; 
 Inspections and audits; 

 During Hazardous chemical risk assessment; 

 During plant risk assessment; 

 Observation; 

 Incident or near miss investigation; and/or 

 Reviewing inspection checklist results or SWMS with Employees. 
 

Assess Risks - The aim of assessing risk is to develop an understanding of risks 
posed by hazards in the workplace. This is achieved by:  

 Assigning likelihood and consequence levels; 

 Combining these using the risk matrix to obtain a risk score; and 

 Evaluating the seriousness of the risk to be able to decide on 
appropriate controls 

 The use of risk matrix 

 
Control Risks - A method of control must be selected and applied to each 
hazard identified in the first two steps.  If it is not reasonably practicable to 
eliminate risks to health and safety - minimise those risks so far as is reasonably 
practicable by working your way down the Hierarchy of Controls.  
 

Review control measures - Control measures that are put into place should be 
regularly reviewed to assure they are working as planned. 

 
I would collate all checklists, meeting minutes/ interview notes, site inspections, 
HOIN reports or incident report, risk assessment and other safety documents 
such as daily pre-start or toolboxes that are documented or filed from the 
project the incident occurred at.   
A completed incident report or HOIN report would be used to add details to 
HOIN register. The HOIN Register will also include corrective actions taken and 
preventative actions that will be actioned before closing out the HOIN. I can 
compare previous HOINs entered that relate to this incident, so that measures 
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and controls are in place to ensure that the incident does not reoccur again or 
where improvements or changes may need to be made to controls already in 
place. I would ensure I gather as much evidence from the incident so far as 
reasonably practicable by speaking with the injured worker.  
If there are problems found, I would go back through the risk management 
steps, review the information and make further decisions about risk control.  
Priority for review should be based on the seriousness of the risk. Control 
measures for serious risks should be reviewed more frequently. 
 

b) Contact claimant and ensure ongoing communication during the claim 
process. Ensure the claimant is aware of the process and steps that will be taken 
and all their entitlements, rights and obligations.  
If the claim is accepted, I would ensure I take every reasonable step to 
cooperate and participate with rehabilitation and suitable duties and keep 
WorkCover informed about your worker's progress in returning to work.  

c) I would assist with the provision of resources for the return-to-work process. I 
would consult with the injured worker, all treating health practitioners and/ or 
the WRP to determine an estimation of the projected period of absence.  
During this process I would need to gather sufficient information for the recovery 
period for the injured workers.  

d) Facilitate consultation with the workers supervisors/ managers and any other 
personnel that may be involved in the provision of suitable duties. 
Consult with supervisors/ managers to arrange for equipment or more workers 
on site to cover tasks the injured worker is restricted from. Consider any 
resourcing for extra staff or labour hire.   

 
 
Outcome for Activity 2 ☐ Satisfactory   

☐ Not satisfactory 
Trainer/Assessor comments  
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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 injured worker has 6 years’ experience in landscaping and has a Cert III in 

Landscape Construction.   
Their existing skills and capabilities include: 
 

 Use of hand tools and operating grounds maintenance equipment  
 Assists with the Installation paver patios; stone, wood or segmental block 

retaining walls 
 Interprets landscape design prints with leading hand and implements the 

landscape construction plan 
 problem solving and basic numeracy and literacy skills  
 Mow, edge, lay, mulch down, trim small trees, and shrubs. 
 Load and unload truck and picked and packed products. 
 Haul or spread topsoil and spread straw over seeded soil to hold soil in 

place. 
 Build forms, and mix and pour cement to form garden borders 
  Install rock gardens, ponds, decks, drainage systems, irrigation systems, 

retaining walls, fences, planters, and/or playground equipment. 
 Maintain and repair tools, equipment, and structures such as buildings, 

greenhouses, fences, and benches, using hand and power tools. 
 Operate powered equipment such as mowers, tractors, twin-axle vehicles, 

snow blowers, chain-saws, electric clippers, sod cutters, and pruning 
saws. 

 Manual handling - ie. Dig holes, move soil or equipment and materials, etc. 
 

b) The injured workers job will be affected by physical restrictions and modifications 
to work duties – limited tasks, more rest breaks.  
 
Injured worker has the following restrictions:  
- restricted movements – such as no bending, pushing or pulling, twisting, 
squatting or reaching overhead, etc.  
- unable to lift heavy objects (no lifting over 10kg) 
- restricted manual handling 
- no operating plant or machinery 
- will affect worker standing for long periods of time 
 

c) Work on site – including: 
Truck monitoring with chair if desired 

light sweeping and racking  
Maintaining and cleaning equipment, tools 
Hosing  
Reading safety material as time allows 
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Check SDS up to date in site file 
Refill first aid kid 
Supervision and/or Spotting 

Travel time to and from site will be approx. 50mins each way. To pull over and 
stand/gently stretch as required during the journey. 
work related reading and theory assignments for a qualification he is 
completing for work - Both of these activities will entail reading and writing and 
working from home 

 
Work hours can remain 8 hours ago – ensure taking rests regularly and 
alternating between tasks – changes in posture.  
 
Days in the office could be an option to allow for rest days between being on 
site. Work could include: 

- Filing 
- Printing 
- Reading over safety documents 
- Contributing to safety documents/ changes 

 
Other duties that meet restrictions can be identified by supervisor or worker while 
on site. 
 
Eventually the hours worked may increase and increase of physical demands on duties will 
also increase..  

d) If the injured worker after following treatment and rehabilitation program, was 
advised that he was unable to return to his pre-injury duties due to the physical 
demands of this role, TLCC would consider retraining. TLCC’s rehabilitation 
coordinator would arrange for a vocational assessment for the injured 
employee to identify suitable job options. The assessment would consider the 
employee’s level of education, employment history, transferable skills, interests 
and medical capacity. The following vocational options may be identified: 
> machine operator for the company 

> contracts administrator or project manager 

These vocational options require significant additional training, so therefore 
further assessment or assistance from occupational rehabilitation providers may 
be required to identify other suitable employment options.  
By taking part in a skills assessment with a qualified professional the injured 
worker can identify all of the existing skills they have and potential jobs they 
would be interested in. Any skills gaps can be discovered, and a plan devised 
for learning those skills.  
When permanent medical restrictions are determined, consultation with the 
injured worker’s line manager and immediate co-workers will assist to decide if 
suitable duties are able to be offered. If any upskilling is required, suitable 
courses or training within the confines of the insurance process will be sourced. 
  

e) Commencement of return to work should occur as soon as practicable 
following work-related injury and / or illness. 
Employers should not wait for an application for compensation (i.e. claim) to be 
accepted by an insurer to commence this process. 
Immediately post injury is an important time in the return to work process 
because during this process it provides support to workers, prevents further injury 
and assists the workers with claims.  
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It is important to pursue early treatment, support the worker, promptly complete 
and submit claims and build co-worker support.  
HSEQ department and employee, formulate back to suitable duties plan with 
consideration of medical practitioner’s advice; and 
Employee, medical practitioner and HR manager review suitable duties plan 
weekly. 
 
 

 
 
Outcome for Activity 3 ☐ Satisfactory   

☐ Not satisfactory 
Trainer/Assessor comments  

  



 Workbook - BSBWHS407 Assist with claims management, rehabilitation and return-to-work programs 
 

 

CSTC Pty Ltd_0699_v1-2_29/01/2016  Page 15 of 24 

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 would follow TLCC procedures and policies regarding workplace 

rehabilitation, injury management and TLCC’s return-to-work program 
 Communicating with rehabilitation and health professionals would assist 

with identifying the following: 
 Nature of injury sustained 
 Expected treatment 
 Projected period of incapacity 
 Potential stages of functional recovery to that a return-to-work program 

can be planned 
 Work restrictions 
 Timing of return-to-work program 

Overall it would assist with an understanding of these factors and will ensure 
suitable job tasks are identified for the program.  
All facilitation would be done through emailing or phone calls and ensuring all 
copies of forms, reports, SDPs are provided where required and kept on the 
injured workers file for reference and review.  
 
All personal information and records in the injury management process will be 
collected and kept confidential in accordance with the TLCC privacy policy. 
 
 
 

b)  I would follow TLCC procedures and policies regarding workplace 
rehabilitation, injury management and TLCC’s return-to-work program 

 Where possible and on behalf of the employer, ensure rehabilitation for a 
worker is coordinated with and understood by supervisors and co-workers 

 Review program with the supervisor to make sure he understands what 
the restrictions are and get him to sign it to ensure he sticks to the 
restrictions.  

 I would ensure supervisors, managers and injured worker are actively assisting 
the Rehabilitation and Return to Work Coordinator in identifying and co-
ordinating suitable duties by providing information regarding the injured worker 
pre-injury and also suitable duties which the worker may be able to do 
 I would ensure the supervisor and managers are communicating with injured 
worker and the rehab provider to adjust workplace procedures and rosters to 
enable successful 
implementation of the suitable duties plan 
 I would ensure the supervisor is providing email or phone call feedback to 
rehab provider and managers by monitoring the injured worker's progress in 
relation to suitable duties. 
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 I would ensure the supervisor and managers are generally offering support and 
encouragement to any injured worker 
I would ensure all copies of email trails, SDPs, communications, records are kept on file 
for access by management and rehab providers.  

c)  I would follow TLCC procedures and policies regarding workplace rehabilitation, 
injury management and TLCC’s return-to-work program 

Communicating with rehabilitation and health professionals would assist with 
identifying the following: 

 Nature of injury sustained 
 Expected treatment 
 Projected period of incapacity 
 Potential stages of functional recovery to that a return-to-work program 

can be planned 
 Work restrictions 
 Timing of return-to-work program 
 Overall it would assist with an understanding of these factors and will 

ensure suitable job tasks are identified for the program.  
 

 
d)  I would follow TLCC procedures and policies regarding workplace 

rehabilitation, injury management and TLCC’s return-to-work program 
 Incident reports are completed and presented to management and an 

assessment will be arranged with our internal HSQ Advisor and 
Administrator to identity risks and put measures and controls in please to 
ensure the incident does not happen again 

 Update policies and procedures to incorporate improvements  
 Make return to work a responsibility for relevant managers and monitor as 

part of regular performance reviews 
 

e)  I would follow TLCC procedures and policies regarding workplace 
rehabilitation, injury management and TLCC’s return-to-work program 
 Where possible and on behalf of the employer, to ensure rehabilitation 
for a worker is coordinated with and understood by supervisors and co-
workers. 
 Keep a file for each worker undertaking rehabilitation and to ensure 
confidentiality of both verbal and written information. The file is to include 
any relevant documentation for instance case notes, medical 
certificates, receipts and correspondence. 
 Liaise with workers, medical practitioners and management with regard 
to rehabilitation and workers compensation claims management 

 Review program with injured worker to ensure they are aware of their 
restrictions and have an understanding. 
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Outcome for Activity 4 ☐ Satisfactory   
☐ Not satisfactory 

Trainer/Assessor comments  
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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 Supervisor instructs injured worker to undertake a task that was 

outside of his restrictions (ie. Lifting over 10kg) 
Or a worker may not comply with their injury management plan – do 
tasks outside of their restrictions  

 
 
 Explanation of your role 
a) Issue Non-conformance 

Discuss with supervisor and injured worker 
 
Advise the worker and their supervisor of their breach and review the program 
following a discussion with the worker and the rehab provider. 
The insurer may suspend their benefits if this breach occurs.  
 

b) Review program with the supervisor to make sure he understands what the 
restrictions are and get him to resign it to ensure he sticks to the restrictions.  
Review program with injured worker to ensure they are aware of their restrictions 
and have an understanding. 
All personal information and records in the injury management process will be 
collected and kept confidential in accordance with the TLCC privacy policy. 
 
Check no injury or aggravation to injury as a result of the task  

c) Redo sign on dates (program dates) and reissue everyone a new copy so they are 
aware of what the changes are.  

 
 
Outcome for Activity 5 ☐ Satisfactory   

☐ Not satisfactory 
Trainer/Assessor comments  
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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) 1. Check TLCC safety management system for processes – TLCC has an Injury 

Management Policy and Procedure  
2. Review HOIN register and identify any incidences that may not have been 
closed out and determine why or what can be done to change this 
3. monitoring the worker’s progress and return to work performance  
4. Seek feedback from workers about their return to work experience 
5. Consults with workers to develop, implement and review the TLCC’s WPHS 
policy and associated plans. 
6. Contact professionals for their views and feedback 
7. Check legislation: code of practices, standards to ensure compliance  
8. Conduct research:  

- Gather statistics such as LTIs and other safety stats monthly to provide to 
management and also use to review and monitor work performance –
use a table/ spreadsheet for comparisons (workers who did and did not 
return to work, time frames for recovery, how many days workers spend 
on compensation for different injury types, etc.)  

9.Monitor performance of providers including costs and financial savings and 
the value and support contributed. Use of KPIs and reports.  
 

b) - Develop improvement strategies and ensure systems are in place to 
manage and evaluate the program – such as KPIs, stats, benchmarks 

- Update policies and procedures to incorporate improvements  
- Make return to work a responsibility for relevant managers and monitor as 

part of regular performance reviews 
- Any recommendations identified throughout the evaluation process I 

would present to management as well as HR and HSQ departments for a 
review and approval. 

- I would consult with all personnel involved in the return to work program 
to gain feedback on these recommendations 

- Once recommendations are approved and agreed upon I would ensure 
a toolbox is sent to all staff and the workplace rehabilitation provider if 
used 

- Follow up prevention strategies once a week until you are convinced 
they have been implemented 

-  
 
TLCC ensures injury management is integrated into human resources and other 
policies across the organisation. TLCC seeks to prevent injuries through its 
positive safety culture which includes: 
 
 A focus on employee wellbeing: 

o work team climate; 
o supportive leadership; and 
o high individual and team morale. 

 Safe work systems: 
o risk management; 
o safe work procedures; and 
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o quality improvement. 
 
 

 
 
Outcome for Activity 6 ☐ Satisfactory   

☐ Not satisfactory 
Trainer/Assessor comments  
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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 
 

☐ 
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Outcome for Quiz ☐ Satisfactory   
☐ Not satisfactory 

Trainer/Assessor comments  
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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  

Role of observer  
(Confirm their suitability to sign) 

☐ Trainer/Assessor  
☐ Other (specify):  

Phone number of observer  

Email address of observer  

Signature of observer 
 

Date Click here to enter a date. 

Comments  
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Outcome for Practical Task ☐ Satisfactory  
☐ Not satisfactory 

Trainer/Assessor comments  

 


