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ASSESSMENT FOR BSBWHS407

	Student name
	Amelia Fernandez de Viana 

	Date of assessment submission
	11/01/2019


	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
	Probuild Queens Wharf Project

	Workgroup
	Project Coordinators



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
	Site Coordinator

	Describe their 
pre-injury duties
	Onsite coordinator. Laisses with site supervisor and workers to ensure programme is met and drawing are correct and followed.

	Describe injury that has been sustained by worker
	Neck Injury






	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 is the current legislation. Section 133 highlights the 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 reports the injury to the employer;
(c)the employer receives WorkCover’s written request for a report.
(3)If an employer fails to comply with subsection (1) within 8 business days after any of the circumstances mentioned in subsection (2), the employer commits an offence, unless the employer has a reasonable excuse.


	Policy

	Probuild’s Return to Work Policy states; Probuild Constructions (Aust) Pty Ltd (Probuild) is committed to returning employees who have been injured in the course of their employment back into their pre injury position, where practicable to do so. Probuild acknowledges and understands the inherent challenges that injured employees face when returning to work. As such, the company is committed to the development and implementation of Return to Work Plans to assist injured employees transition back into the workplace. Probuild will develop a Return to Work Plan within ten calendar days of being advised of a workplace injury or illness that is likely to result in incapacity of twenty calendar days or more or to establish mutually agreed alternative duties. Return to Work Plans will be developed in consultation with the injured employee, medical practitioners, the insurer and any other relevant parties to assure a safe and timely return to work. The Return to Work Plan developed will outline a description of the job to be performed taking into account suitable and meaningful duties, physical restrictions and time constraints that may apply. The Return to Work Coordinator/s will monitor and review the suitable duties as part of a Return to Work Plan. Probuild will assure that employees taking part in a Return to Work Plan are not discriminated against or disadvantaged in any way.


	Procedure

	Probuilds’ Rehabilitation and Return to Work Procedure 
Section 4.5 Claim Management
If an employee chooses to make a Workers’ Compensation claim the following steps are to be followed:
1. The employee is to complete the relevant WorkCover claims forms and provide certificates and any other associated documentation to the Return to Work Coordinator.
2. Return to Work Coordinator is to forward all documentation relevant to the injured employees claim to the WorkCover Insurance Provider within the required jurisdictional time frame.
3. Following the submission of the claim, any revised documentation associated with injured employee is to be forwarded to the WorkCover Insurance Provider.
4. The injured employee is responsible to inform the Return to Work Coordinator of any changes to the WorkCover Certificate of Capacity/Medical Certificate and to actively participate and cooperate with the RWP.




	Notifying the rehabilitation provider

	Legislation

	Workers’ Compensation and Rehabilitation Act 2003
Part 5 Compensation application and other procedures
131 Time for applying
(1) An application for compensation is valid and enforceable only if the application is lodged by the claimant within 6 months after the entitlement to compensation arises. 
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 reports the injury to the employer;
(c)the employer receives WorkCover’s written request for a report.

	Policy

	Probuild’s Return to Work Policy states; Probuild is dedicated to the prevention of workplace injuries and illness and where an injury does occur, the early commencement of injury management and return to work. A Return to Work Policy has been developed and is to be displayed in prominent places in the workplace. Probuild recognizes there may be certain challenges that an injured worker potentially faces when returning to work and as such, is committed to the development and implementation of suitable, effective Return to Work Plans/Programs.

	Procedure

	4.4 Rehabilitation Provider
A Rehabilitation Provider will be used on a case by case basis. Details of Probuild’s preferred Rehabilitation Provider are to be discussed with the Return to Work Coordinator.

4.5 Claim Management
If an employee chooses to make a Workers’ Compensation claim the following steps are to be followed:
1. The employee is to complete the relevant WorkCover claims forms and provide certificates and any other associated documentation to the Return to Work Coordinator.
2. Return to Work Coordinator is to forward all documentation relevant to the injured employees claim to the WorkCover Insurance Provider within the required jurisdictional time frame.
3. Following the submission of the claim, any revised documentation associated with injured employee is to be forwarded to the WorkCover Insurance Provider.
4. The injured employee is responsible to inform the Return to Work Coordinator of any changes to the WorkCover Certificate of Capacity/Medical Certificate and to actively participate and cooperate with the RWP.




	Preparing forms/reports

	Legislation

	Workers’ Compensation and Rehabilitation Act 2003 
Part 5 - Compensation application and other procedures 
132 Applying for compensation
(1)An application for compensation must be made in the approved form by the claimant.
(2)The application must be lodged with the insurer.
(3)The application must be accompanied by—
(a)a certificate in the approved form given by—
(i)a doctor who attended the claimant; or
(ii)if the application relates to a minor injury—a nurse practitioner who attended the claimant and who is acting in accordance with the workers’ compensation certificate protocol; and
(b)any other evidence or particulars prescribed under a regulation.
(4)A registered dentist may issue the certificate mentioned in subsection (3)(a) for an oral injury.
(5)If the claimant can not complete an application because of a physical or mental incapacity, someone else may complete it on the claimant’s behalf.


	Policy

	Rehabilitation and Return to Work 
4.0 SPECIFIC REQUIREMENTS
4.1 Initial Response to a Workplace Injury or Illness
Immediately following a workplace injury or illness, workplace management will assist the injured employee to seek medical treatment in accordance with the following:
* Injury Management – Incident & Injury Investigation Procedure
* Incident Management – Incident & Emergency Management Procedure
If the employee is unable to return to work to his/her normal duties, the medical practitioner is to provide a WorkCover Certificate of Capacity/Medical Certificate, detailing the injury, current working duties and injury review date. The injured employee is to provide the medical practitioner with a copy of the suitable duties for.


	Procedure

	Rehabilitation and Return to Work
4.5 Claim Management
If an employee chooses to make a Workers’ Compensation claim the following steps are to be followed:
1. The employee is to complete the relevant WorkCover claims forms and provide certificates and any other associated documentation to the Return to Work Coordinator.
2. Return to Work Coordinator is to forward all documentation relevant to the injured employees claim to the WorkCover Insurance Provider within the required jurisdictional time frame.
3. Following the submission of the claim, any revised documentation associated with injured employee is to be forwarded to the WorkCover Insurance Provider.
4. The injured employee is responsible to inform the Return to Work Coordinator of any changes to the WorkCover Certificate of Capacity/Medical Certificate and to actively participate and cooperate with the RWP. 





	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)
	Analysis of claim is a process which involves several aspects before the claim can be determined. A workgroup supervisor could be involved in an analysis of a claim such as completing the claim for or formulating an incident report form. They could also assist by talking to the injured worker about the claim.

	b)
	Workers’ Compensation and Rehabilitation Act 2003
134 Decision about application for compensation
(1)A claimant’s application for compensation must be allowed or rejected in the first instance by the insurer.
(2)The insurer must make a decision on the application within 20 business days after the application is made.
(3)The insurer must notify the claimant of its decision on the application.

167 Insurer may require information from partially incapacitated worker or person
(1)An insurer may, by written notice given to a partially incapacitated worker or person, require the worker or person to give the insurer information about, and particulars of, the worker’s or person’s employment and earnings during a period of partial incapacity.
(2)If a worker or person fails to give the insurer the required information or particulars within 10 business days after receiving the notice, the insurer may suspend the worker’s or person’s entitlement to weekly payments of compensation until the worker or person fully complies with the request. 
If the insurer request more information the workgroup supervisor can assist the worker with this.

	c)
	Workers’ Compensation and Rehabilitation Act 2003
220 Insurer’s responsibility for worker’s rehabilitation  
(1)An insurer must take the steps it considers practicable to secure the rehabilitation and early return to suitable duties of workers who have an entitlement to compensation.
(2)Without limiting subsection (1), an insurer must refer a worker who has lodged a notice of claim to an accredited return to work program of the insurer, unless the insurer is satisfied that, as a result of the injury, the worker will not be able to participate in the program.
(3)An insurer must take the steps it considers practicable to coordinate the development and maintenance of a rehabilitation and return to work plan in consultation with the injured worker, the worker’s employer and treating registered persons.

The workgroup supervisor could be involved in the discussion of the workers’ development and maintenance of rehabilitation and return to work plan. The work group supervisor can also encourage and support the injured employee to return to pre injury duties.

	d)
	While the injured worker is in rehabilitation and return to work the supervisor will need to reorganise the rest of the work group and discuss with other parties on how to deal with the workers absence. The supervisor will need to ensure everyone is aware and in support of the arrangements while also supporting the injured worker.




	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)
	Site coordinators have a responsibility to support the trade supervisors and workers on site to ensure that all drawings, designs and specifications are being followed. Day to Day jobs would include walking designated coordination are and ensuring current revision of drawings are used and that all trades understand their tasks and details. Liaising with supervisors and other coordinators up any changes or questions from other workgroups.  

	b)
	The site coordinator has suffered a neck injury. The employee has difficultly being on their feet for long periods of time. They also struggle to concerntrate for a long amount of time as they experience severe headaches. The worker also has numbness in right hand. 

	c)
	Duties for the Site Coordinator could be redesign to allow for shorter hour’s onsite to reduce time on feet. The worker could take on more of the programming roles within the office instead. Organising solution for questions and changes from other workers through emails and phone calls rather than onsite. Start with half days or few days a week until use to new schedule.  

	d)
	The worker might need training in programming and communication skill as more task could be done via correspondence. Programming could help him continue being involved in the same area as he was pre-injury however taking on a stronger position in the time and task management. 

	e)
	The return to work program should be commence as soon as possible. However, there will need to be consultation with all parties. The health professionals, doctors, rehabilitation provider, managers and injured worker will need to confirm the extend of the injury, treatment and support, how long the worker needs time before recommencing work, restrictions once employee can return and recovery from injury. 




	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)
	Facilitating consultation between all parties (Rehabilitation provider, treating doctor and other health professionals) could be done by the work group supervisor. He would be able to organise meetings which works for both the injured employee, supervisor and the advisors. He can also be used as a mediator to channel information and communication from each party. 

	b)
	Facilitating consultation between all parties (Rehabilitation provider, treating doctor and other health professionals) could be done by the work group supervisor. He would be able to organise meetings which works for both the injured employee, supervisor and the advisors. He can also be used as a mediator to channel information and communication from each party.

	c)
	The work group supervisor should encourage and pursue guidance and information from health and rehabilitation professionals. The treating doctor and other health specialist can provide an expert opinion on the type and extent of the injury. The health and rehabilitation professionals have experience in these field and can provide suggestions on work restrictions, recovery time and judgements of the worker.  

	d)
	Consulting with relevant managers about the return-to-work program so the employer’s expectation can be addressed. The business productivity will be affect as the injured worker will not be able to complete normal task; this allows for the adapted duties to be assessed for significance and if they are appropriate in the workplace.

	e)
	The work place supervisor must consult with the injured worker in regards to establishing a rehabilitation or return to work program as the program is for the worker. The worker will be able to assist with confirming expectations, extents, modified task and different time frames. They can share what they feel is appropriate for their new roles and responsibilities and what they feel they need. 




	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
	Employer breaches confidentiality of employee




	
	Explanation of your role

	a)
	If the employer breach the return-to-work program by sharing information of the worker with others who are unauthorised then the work group supervisor could help by identifying how the confidentiality was breach. From here, the supervisor can contact the injured worker, the rehabilitation coordinator and Work Health and Safety for advice. 

	b)
	The supervisor should contain the breach to ensure damage is minimised, escalate the matter internally with the others involved return-to-work program as well as senior management and potentially a legal adviser. The risk should be evaluated for the associated risk and consider who needs to be notified. Once the breach is contained it is important to ensure that measure are taken to avoid a repeat.   

	c)
	Modifications to the return-to-work program could include how information is stored through the development of the workers injury and rehabilitation. Information obtained relating to a workers’ injury and return to work should be stored in a secure environment. For example, an employer should keep a separate file for each worker and should contain copies of all relevant documents including medical and allied health reports, correspondence, rehabilitation and return to work plans, suitable duties programs, case notes and related accounts.  




	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 evaluation process for return to work program will cover all aspects and engage different people who are involved to help get an overall understanding of the performance of the program. Categories covered included return to work culture, Confidentiality, Workplace rehabilitation, Planning, return to work process (early intervention, case notes, suitable duties, engagement from rehabilitation providers), Strategies and whether these were completed in a timely manner.  

	b)
	[bookmark: _GoBack]To implement a recommendation to improve the return to work system there needs to be a preparation period, an implementation period and an assessment period. The planning for a recommendation would include what the problem is, how it will be fixed and how it will be implemented. When it comes time to implement the changes there should be resources (people as well as material) who can assist with the application. There should also be a time frame in which the recommendation is put in place. Finally, the evaluation process should happen continuously to help improve the return to work system further. This will allow for the effectiveness of the recommendations to be monitored.  




	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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