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

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

[image: U:\Julie Kernick\White Branded Cover\Cover Page2 With Border.jpg] (
BSBWHS407
Assist with claims management, rehabilitation and return-to-work programs
)


Workbook - BSBWHS407 Assist with claims management, rehabilitation and return-to-work programs	[image: CSTC_ Logo_No_Star.bmp]


 (
Copyright © 
2016
 CSTC Pty Ltd
All rights reserved.  No part of the contents of this publication may be reproduced or used in any form or by any means – graphic, electronic, or mechanical including photocopying, digitising, recording, or information storage-and-retrieval systems – without the written permission of CSTC Pty Ltd. 
) 


CSTC Pty Ltd_v1-2_29/01/2016	Page 3 of 16
ASSESSMENT FOR BSBWHS407

	Student name
	Peter Hamilton

	Date of assessment submission
	20/06/2016


	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
	Kelpie Cottage

	Workgroup
	Work Group 2



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
	Labourer

	Describe their 
pre-injury duties
	Carrying the debris from within the building and putting it in the Waste Skip.

	Describe injury that has been sustained by worker
	Broken Thumb






	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 2011 (Sections 35-39 details statutory duties in relation to incident reporting), WHS Reg 2011 (Clause 699 prescribes certain conditions as serious illnesses), Workers Compensation & Rehabilitation Act 2003 (9 Oct 15), Workers Compensation & Rehabilitation Regulation 2011 (9 Oct 15)
Section 131 of the Act explains the period in which times claims must made (Employer to WorkCover), notify the insurer within 48 hours or submit claim within 6 months from when entitlement to compensation arises. Section 132 Explains the requirements for the claim to be made on the approved form by the claimant; the application is to be lodged with the insurer accompanied by the Doctor’s Certificate. Section 133 Explains the employer is to notify WorkCover as soon as it knows of the injury and possibility of a claim being made.
An employee should notify the employer as soon as practically possible following the injury.


	Policy

	Company policy states that all claims are to be processed and lodged as per the legislative requirements as soon as practically possible following a person sustaining an injury.

	Procedure

	The Procedure explains the step by step process of gathering information and submitting claims.
Employee:
Notify Supervisor of injury, Assist worker in getting to Doctor or Hospital,
Injured person to obtain Doctor’s Certificate of capacity, complete a Worker’s Compensation Form and permit Doctor to release information to the insurer:
Company to Notify WorkCover of injury within 48 hours
Complete and lodge applicable forms and supporting documentation to WorkCover.





	Notifying the rehabilitation provider

	Legislation

	The Compensation & Rehabilitation Act 2003 states that the insurer is to provide the Workplace Rehabilitation Provider, therefore they would notify the WRP of the workers injuries etc, taking into account that the worker has a right to choose their own provider. The WRP needs to be informed of the nature of injury, work restrictions, treating doctors details and the Workplace Rehabilitation Coordinator’s details along with any other applicable information


	Policy

	The policy states that the rehabilitation co-ordinator must be notified of the injury as soon as practical following the injury occurring. 

	Procedure

	The Procedure details the following requirements for notification to the Rehab Co-ordinator:
Name and contact details of injured person
Nature and details of injury
Injured person’s supervisor
Name and contact details of Doctor
Any follow up procedures required by doctor
[bookmark: _GoBack]





	Preparing forms/reports

	Legislation

	WHS Act 2011, Workers Compensation & Rehabilitation Act 2003 (9 Oct 15)
Workers Compensation & Rehabilitation Regulation 2011 (9 Oct 15)
Employer:
Record and report injuries and incidents
Establish a Return to Work Plan
Worker:
Provide a Work Cover Certificate of Capacity (from Doctor)
Provide a Worker’s Declaration as to work capacity.
Participate with development and implementation of the RTW Plan.


	Policy

	The policy states that all forms and reports are to comply with the applicable legislation and be completed in full as soon as practically possible following the incident.

	Procedure

	The procedure explains the step by step process for identifying the applicable forms and how they should be completed and to whom they are to be submitted to and when.
Eg: WorkCover Claim Forms: supplied by treating doctor and given to employer/insurer
Incident Reports,  Incident Investigation: to be completed in consultation with the injured worker, witnesses, supervisor etc.
  




	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)
	Assist in the completion of an Incident and Investigation report; assess the risks indentified and put controls in place to prevent reoccurrence of the incident. Once all investigations and reports have been completed, the insurer may request a copy of the details. 

	b)
	Advise the injured worker when/if the claim has been accepted. Assist in gathering further information, evidence if required to assist them.

	c)
	In consultation with the treating doctor and the WRP estimate the projected period of time that the injured worker will be absent from work. Assist in looking for areas where they may be able to return to work on restricted or alternative duties.

	d)
	Consult with the work team on how the injured person’s absence will affect them and put in place measures to ensure they are not over burdened by any extra work that may be incurred. Depending on the work restrictions placed on the injured person, an extra worker may be required to fill the gap until the injured person can return to full 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)
	The labourer is young and only been in the industry a few months therefore little experience. He learns quickly, listens and follows instructions well. 

	b)
	Being a labourer he cannot fulfil his duties successfully (IE: carrying bricks and rubbish, pushing wheel barrows etc.

	c)
	Alternative duties will need to be arranged, reduced hours would only be required for doctors treatments etc.
Alternative duties could be spotting and guiding the excavator or boom lift operations as they are operating close to other structures. 

	d)
	For spotting of the boom lift, he will be required to complete his EWP training and certification to enable him to operate it from the ground should there be an emergency. For spotting on the excavator he will only require “on the job” training to learn where to stand and what to look out for. 

	e)
	Once his thumb has been set in plaster and the doctor gives him the all clear to return to work on restricted duties (Doctor informed approx 2 days) he can commence his on the job training (1 day only) and commence spotting for the excavator. When the next course is available for the EWP ticket (2 weeks time) he can do the external course for operation of the EWP (1-2 days). Should he be unable to return to full duties as a labourer he may be able to be trained up as an excavator operator. 




	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)
	Organise a meeting between all parties listed above and the injured person (if possible), have the doctor give his prognosis on the injured person and any working restrictions incurred and acceptable work that could be carried out. List out any alterations to their existing duties or other possible duties that they would be capable of doing and then obtain a list of current skills that the injured person has (by checking company records and direct from the person. I would then discuss the scenario with everyone to come up with a suitable outcome.  

	b)
	I would organise with the parties involved a suitable day and time to either sit down to discuss the progress of the injured person and the suitability of the adjusted work duties or organise to have regular reports to be sent in from all parties and discuss this with the injured person. The outcome of the reports/discussions would then dictate any further adjustments to the persons work duties. 

	c)
	Should further clarifications or help be required I would seek professional advice from either a Work Cover WRP, health specialist etc, I would explain the scenario and my concerns and ask for opinions on how to deal with the situation. 

	d)
	Once the RTWP has been developed, I would discuss this with the management to ensure that the requirements are achievable and acceptable or if they have any other ideas that would help, prior to the RTWP being signed off and implemented. Regular reports from communications (from Item B above) were also passed onto management so that they could monitor the progress..

	e)
	I would discuss with the injured person their restrictions, capabilities and what other alternative duties that may be available also using the doctors reports as a reference, and also any ambitions they have in reference to work. I would also discuss with them any extra training that may be required or requested and their capability to undertake this training that would help them with any alternative duties.




	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 Person refuses to take on alternative duties




	
	Explanation of your role

	a)
	Employee was noted to be standing around and not working. When approached they advised they would not carry out the alternative duties due to lack of training. I advised his direct supervisor and management of the situation. 

	b)
	Discuss training requirements with the employee and supervisor. Then approach management to have the training organised. Have the training completed ASAP. 

	c)
	Entered the training requirements, date, time and location of training details into the RTWP and have all parties sign off on the adjustments. A copy of the adjusted RTWP sent to insurer (WorkCover)




	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)
	Check with the employee, team members, supervisor and management on their thoughts on how the RTWP was going. Some questions would be: was the employee coping well with the alternative duties, not too hard (physically and mentally), were the duties effective, were these duties not placing hardship on other team members. Check with treating doctor if the duties were effective in helping the recovery of the employee. Check that communication lines and time frames are being followed and that all parties are satisfied that the information is being passed around effectively.

	b)
	On collection of this information and summarising, in consultation with stakeholders, obtain ideas where the system could be improved: Identifying possible increased duties or hours, possible other alternative duties. If communication paths and time frames are not effective, consult with parties concerned on where and how these areas could be improved. Any changes made would then be documented, signed off by all parties and then be implemented by those who have additional/varied action items. The RTWP would then be regularly monitored to ensure its effectiveness. 




	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.
x 	Normal duties supported by other equipment
x 	Limiting the range of duties from the worker’s normal job 
☐ 	Terminating the worker’s employment
x 	Giving the injured worker an alternative position

	☐

	2. The worker and employer each have sections to complete on a compensation claim form. 
x 	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. 
x 	Rehabilitation provider
x 	Doctor’s associations
x 	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
x 	False

	☐

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

	☐

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

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

	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). 
	x

	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
	x

	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). 
	x

	Name of observer
	Richard Swainson

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

	Phone number of observer
	0412 731 083

	Email address of observer
	d.swainson@ampe.net.au

	Signature of observer
	
	Date
	20/06/2016
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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