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ASSESSMENT FOR BSBWHS407

	Student name
	Julie Harding

	Date of assessment submission
	19/02/2016


	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
	 ABC Builder

	Workgroup
	123 Projectt



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
	Construction Worker

	Describe their 
pre-injury duties
	Hoist Operator – Move personnel & materials up and down the building, some manual tasks.

	Describe injury that has been sustained by worker
	[bookmark: _GoBack]Sprained ankle – IP walked out of hoist backward and didn’t see some timber left in the access/egress area of the hoist. 






	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

	WHS Act & Regulations 2011 & Workers Compensation and Rehabilitation Act 2003, Workers' Compensation and Rehabilitation Regulation 2014
- sections 35-39 WHS Act 2011 & clause 699 WHS Regulations 2011 

	Policy

	Rehabilitation & Return to work Policy & WHS Policy – Incident & Injury Management 

	Procedure

	Ensure the injury is recorded, investigate the incident, ensure a worker declaration is signed, the worker has attended the nominated  treating doctor and has provided the Workcover medical certificate of capacity and any receipts for treatment or provide a claim form , notify the regulatory authorities & Insurer as soon as reasonably practical, within required reporting timeframe. Notify/report to manger as per policy procedure..




	Notifying the rehabilitation provider

	Legislation

	WHS Act & Regulations 2011 & Workers Compensation and Rehabilitation Act 2003, Workers' Compensation and Rehabilitation Regulation 2014

	Policy

	Rehabilitation & Return to work Policy & WHS Policy – Incident & Injury Management

	Procedure

	Insurer will contact injured worker, employer & treating Doctor where necessary. Employer provides available and recorded information to Insurer. Payment to the injured worker occurs within 7days of insurer receiving notification on provision of liability. Initiate consultation and suitable duties documents with Worker, Supervisor, RRTWC and treating doctor to structure early RRTW for the injured worker. 




	Preparing forms/reports

	Legislation

	WHS Act & Regulations 2011 & Workers Compensation and Rehabilitation Act 2003, Workers' Compensation and Rehabilitation Regulation 2014

	Policy

	Rehabilitation & Return to work Policy & WHS Policy – Incident & Injury Management t

	Procedure

	Write and/or review the Incident Investigation report, Implement the corrective actions and report to the outcome to upper management and where required to Regulatory Authorities. Monitor corrective actions for effectiveness. Issue an in-house Safety Alert for the incident to notify all workers of changes to the SWP/Corrective Actions implemented. 
Produce/Ensure the RRTW Program/Suitable Duties Plan is as outlined in previous consultation meetings and implement. Prepare monitoring documentation and satisfaction survey for stakeholders to monitor the RRTW procedure and successes. Continue to follow procedures and reporting until Return to Normal Duties for the Injured Worker.  




	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)
	Collect the incident facts and review. Consult on the risk assessment that is performed to identify changes required to the task that was being undertaken at the time of the injury. Drive/Support injured person to medical assessment, follow expert advice on management of injury.  

	b)
	Advising the legislation is no blame, discuss required completion of company procedural documents, discuss the consultation process & possible options where injury prevents return to the job held by IP whilst injured. Communication & Consultation with colleagues on support for IP and monitoring of rehabilitation and the process. Advise on the appeal process under the legislation if rejected by the Regulators/Insurers. 

	c)
	Estimating the period of absence from work is guided by the treating medical practitioner or specialist and the employer/work supervisor. The Return to Work Program will also document stages of rehabilitation and if the job redesign, reduced hours or alternate duties are supporting the worker..

	d)
	Monitor rehabilitation arrangements through regular meetings to ensure rehabilitation is progressing as initially estimated. Consult/discuss support with work group for mentoring and/or buddy up support for rehabilitation, as per a possible company procedure. Contact and discuss with all stakeholders to ensure the IP has complete understanding of injuries and RRTW process. 




	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)
	Worker has a High Risk Licence for operating Hoist, Forklift, dogman and has been a ticketed construction worker for 10 years, including general labouring.  

	b)
	Unable to where steel cap boots, unable to stand or put pressure on ankle/foot, cannot operate/open or close hoist gates for access/egress, cannot perform manual tasks. 

	c)
	Alternate duties of administrative base, provide stool/chair on return and perhaps reduced hours for recovery (include periods for elevating injured area) for progression/ RRTW fulltime and normal duties. 

	d)
	Retraining will be for risk assessing the work area for any hazards or potential risks of slip trip falls that may cause the reoccurrence of injury. 

	e)
	RRTW Timeframe for reduced hours, alternate duties and return to normal duties will be established by the consulted medical expert & that of the work supervisor in reach agreement with the worker. 




	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)
	Provide outline of normal duties – identify what can be undertaken without impact to injury. Identify the duties that can be undertaken, where required reduced hours and the possible alternate duties to be included in the R-T-W program/ suitable duties plan as discussed with the treating doctor/specialist, work supervisor and injured worker in agreement.
Prepare alternate/ suitable duties that correlate with restrictions identified I the medical certificate and progress changes to correlate with the expected rehabilitation of the worker and the injuries.

	b)
	Confirm in consultation the agreed times for outside stakeholders, defer to policy procedure for internal stakeholder communications and always confirm if suitable, or document agreed alternate times and methods. RRTW is not necessarily a ‘one-size fits all’ process.  

	c)
	This is done with agreement and sign-off by the worker, and is only established as support for collecting information to support the RRTW Program and with establishing the progression for recovery of the injured worker. This information remains confidential and is not discussed with anyone else. 

	d)
	Consulting with the workers supervisor helps determine the ability of the worker to perform their standard duties. Consultation with other supervisors is to support alternate duties that may be considered for the RRTW program and recovery of the worker in the RRTW process. 

	e)
	Consultation with the injured worker for the RRTW process is important to establish appoint who is the best contact within the process, it enables RRTWC to complete documentation required by law & under employer policy particularly concerning confidentiality and contact/discussion on medical information. It provides a none invasive/threatening facilitation of procedure and rehabilitation platform.




	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
	Injured worker not attending the scheduled medical appointment




	
	Explanation of your role

	a)
	Meeting scheduled with WRP, treating doctor/s, worker & HSR. Identify the issue for nonattendance. 

	b)
	Advise the injured worker of the consequences of payment suspended. Discuss remedy for the breach and document. 

	c)
	Update the RTW program to reflect the agreed outcome and monitor progress..




	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)
	Survey for feedback of the RRTW process for success or areas for improvement. Where all parties were comfortable, discuss in open forum/meeting and include management where possible. Document, report, implement agreed improvements, monitor and review. 

	b)
	Initiate and document required procedural changes, supply for feedback to management, where required outside stakeholders, include in WHS committee for feedback  then formalise when approved by appropriate Management.




	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
	

	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
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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