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ASSESSMENT FOR BSBWHS407

	Student name
	NGUYEN Phan Dinh

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect. 
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Processing claims
	· Workbook response (below)

	2. Assisting with managing claims
	· Workbook response (below)

	3. Design of return-to-work program
	· Workbook response (below)

	4. Facilitating consultation
	· Workbook response (below)

	5. Addressing breaches
	· Workbook response (below)

	6. Evaluation of programs
	· Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	Construction Of Grassroot Refinery Project 

	Workgroup
	Scaffolding team



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
	Scaffolder

	Describe their 
pre-injury duties
	Build various types of scaffolding/ support  upon request by commissioning  team

	Describe injury that has been sustained by worker
	While erecting the support for removing the blind flange on pipeline, a standards tube mis-hold by his another co-scaffolder causing the standard hit to the shoulder of the scaffolder; Injured Person (IP) causing  the scaffolder has his collar bone dislocated and have to off- work several weeks






	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

	As per Queensland Workers’ Compensation and Rehabilitation Act 2003
Chapter 3 Compensation
Part 5 Compensation application and other procedures stated the time for applying compensation application: 
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.
(2) If an application is lodged more than 20 business days after the entitlement to compensation arises, the extent of the insurer’s liability to pay compensation is limited to a period starting no earlier than 20 business days before the day on which the valid application is lodged.
(3) Subsection (2) does not apply if death is, or results from, the injury 
4) An insurer must waive subsection (1) for a particular application if it is satisfied that special circumstances of a medical nature, decided by a medical assessment tribunal,
exist.
(5) An insurer may waive subsection (1) or (2) for a particular application if the insurer is satisfied that a claimant’s failure to lodge the application was due to-
 (a) mistake; or
(b) the claimant’s absence from the State; or
(c) a reasonable cause. 

	Policy

	Displaying “what to do” if there is an injury happening in the organisation in the form of Poster or chart in common area.
Having a compensation policy applicable to all employee. 

	Procedure

	The procedure will outline process of claims and all required supporting document for the claim to be proceeded
Prepare reports according to organisational policy, relevant legal and insurance requirement.
The procedure for processing claim can be in the following process but not limited to:
1).Seek medical attention- 2).Get jurisdictional-approved certificate-3)Complete Workers’s Claim Form by the injured-4)Employer Claim Report completed by respective organisation.-5)Submit Employer Claim Form to the Approved Insurer within a specific numbers of days.  




	Notifying the rehabilitation provider

	Legislation

	Per legislation, an approved rehabilitation provider will be notified to assist employer and injured worker with associated problems related to return to work process. The rehabilitation provider need to be engaged when:
+ An injured worker is unable to carry out pre-injury-duties and there is a need to identify alternative or modified duties with either the same employer, or with a new employer.
+ There is a need to complete a practical assessment of and worker’s capacity to return to work.
+ Injured worker is experiencing problems associated with returning to work.

	Policy

	The relevant policy will be outlined alternative jobs as necessary as recommended by laws. 

	Procedure

	Incident report with relevant supported document such as: Worker’s Claim Form
Employer’s Claim Form Report; Recurrence of Injury Notification; Witness Statement
Declaration of Employment;Compensation Reimbursement Invoice 




	Preparing forms/reports

	Legislation

	Queensland Workers’ Compensation and Rehabilitation Act 2003
Chapter 3 Compensation
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 cannot complete an application because of a physical or mental incapacity, someone else may complete it on the claimant’s behalf.

	Policy

	Completing relevant forms within time frame required 

	Procedure

	Per the procedure, the following paper need to be prepared by relevant parties:
+ Worker’s Claim Form
+ Employer’s Claim Form Report
+ Recurrence of Injury Notification
+ Witness Statement
+ Declaration of Employment
+ Compensation Reimbursement Invoice
+ Reimbursement of Travelling Expenses (if any)
+ Notice of Intention to dismiss a worker
Technip Asia Pacific have the procedure : GWP-HSE-009 ACCIDENTS AND INCIDENTS NOTIFICATION, INVESTIGATION, CLASSIFICATION AND REPORTING that provide guidelines for notification, investigation, classification and reporting any HSE related accidents and incidents





	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)
	Participate in claims review process and input data, information happened in real time as required.
Provide support for the claims documentation; it can be no limited to approved timesheet, evidence showing that the injured have taken part in specific HSE training related to the jobs prior to incident occur; review the document related to skills, experience and capabilities of the injured worker.
Assist in analysis process with types of injuries/ claims 

	b)
	Assist with the analysis claims process by identifying the nature of injury/ illness
Assist during prepare the following report for claims:
+ Worker’s Claim Form
+ Employer’s Claim Form Report
+ Recurrence of Injury Notification
+ Witness Statement
+ Declaration of Employment
+ Compensation Reimbursement Invoice
+ Reimbursement of Travelling Expenses (if any)
+ Notice of Intention to dismiss a worker 

	c)
	+ Provide input which reflects the viewpoint of supervisor in estimation out-of-work period of the injured. This will help to identify substitution properly.
+ Consult to management in making decision of suitable alternative tasks.
+ Involved relevant departments such as : HR, Administration in monitoring the recovery progress of the injured.l

	d)
	Verify if there is a need in adjustment the processing of works due to the absence of the injured. The verification is not limited to: reviewing the work processing, adjust role and responsibilities team members, provide counter-check process, apply buddies system during works where practical) 
Identify trainings needed to commence to team members  




	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 scaffolder who got injured is a competent scaffolder, have more than 10 years of scaffolding work. In recent weeks before incident happened, the scaffold team have to work overtimes due to increasing of scaffolding request. 

	b)
	Due to dislocation of collar bone, the scaffolder now can only lift light material. He could not independently lift the standard, transom like before experiencing the incident. 

	c)
	[bookmark: _GoBack] To always keep in mind that the injured worker is assigned suitable alternatives and should not made the existing injury getting worse or causing new injury. With that concept, the scaffolder is now assigning to work in the ware house with alternative tasks until he is fully recovery from collar bone dislocation. The alternatives can be as following:
+ Painting scaffolding planks.
+ Identify and marking defective scaffolding materials for servicing,
+ Assist the store man inventory scaffolding materials in the warehouse.  

	d)
	+ Arrange relevant trainings before taking over alternative tasks: 
+ Awareness with MSDS, painting material.
+ HSE in-house training, 
+ Inventory methods,  

	e)
	The return-to-work program will commence after confirming the following:
+ Alternative tasks have been identified and outlined in claims process. 
+ Medical Certificate to confirm the fitness of the person by an approved medical practitioner.
+ A copy of return-to-work program in writing will be provided to the injured and the treating medical practitioner for review and endorsement.  




	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)
	If required, workgroup supervisor will confirm the skills, experience and capabilities of the injured. As a work group worker, I will review relevant training records, on-job- training records which is available within my department or can be obtained from HR department. To get advice from the treating doctor and or health professional on the physical and mental condition of the injured workers prior to decide and input suitable alternative tasks in return-to-work program,
 Make recommendation regarding the strengths and weaknesses of the organisation’s approach to rehabilitation/return-to work-programs


	b)
	Take part in relevant discussions (face-to-face meeting, conference, etc…) among the parties in order to have agreement with the duration of fitness exercises and its progress; get updating of the worker’s compensation 
Provide recommendations involved to alternative tasks that will be suitable for the injured worker in return-to-work program  

	c)
	Provide nature/ characteristics of work to rehabilitation provider in order for them to make suitable fitness program. Maintain close contact to keep updating with the progress of recovery which will be take into account into return-to-work program. Build in the recommendations from rehabilitation provider about work restriction that might apply to the injured once he return-to-work; to get updating about diagnosis applied to the injured and verifying if there is further support from employer will be needed in this process.
To confirm with health professional if further rehabilitation will be applied for the beneficiary of the injured worker.    

	d)
	To consult to the manager in identifying the suitable alternative tasks, amendment applied in duty roster. On the other hand, to get advice from manager if the alternative tasks in other working place will be suitable for the injured worker upon return-to-work.
Confirm with the manager if there is the adjustment/ modification required to the job-tasks or work environment to assist in return-to-work process 
Determine the extent to which the return-to-work program meets its objective in respect to timeframes, success rates, cost and impact on the organisation 

	e)
	Keep frequently contact with the injured parties to update the progress of rehabilitation and verify if he/she need further assistance without undue delay. 
Send the return-to-work program to the injured workers for review and endorsement. 




	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
	Lack of support from involved party in modifying workplace as outline in return to work program. In particularly, there is no timely action for work place modification. 




	
	Explanation of your role

	a)
	Send reminder and prepare official report to highlight issue of the modification to involved discipline. 

	b)
	 Review the existing risk analysis of a return to work program and its mitigate identified risks to see if it is still efficiency.
Prepare report and escalate to senior management if there is still compromise with the modification.

	c)
	To updating the checklist prior to the injured worker return- to-work.
To review if modification in duty roster can replace for modifying the work place.
To incorporate the advice from health professional that the modification of work environment is compulsory in the report.
If necessary, make adjustment with timeframe for return-to-work to ensure modification required had been taken. 




	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)
	 Proper understanding of related workplace policies and procedures
Contribute in risk analysis session of a return to work program and mitigate identified risks include: 
+assessing the likelihook of a negative event which might arise prevent program meeting its objectives and the likely consequences of such an event.
+ action taken to reduce or eliminate identified risk.
+ assess the strengths and weaknesses of the organisation’s approach to rehabilitation return to work programs
+ apply relevant legislation to return to work programs.
workplace policies and procedures

	b)
	Participate in worker’s engagement in return to work planning.
To involved all key stake holders in the return-to-work planning for the injured worker.
Measure the implementation of rehabilitation/ return-to-work program include supervise the progress of modification to job task and or work environment (if relevant)
Following up with injured worker and other stake holders for on-going review and change which taking place to the return-to-work program.
Outcome of the return-to-work program and the worker’s satisfaction rating of it to see if the return-to-work satisfied the needs of workers and it meets objectives in respect to timeframes, success rates, cost and impact on the organisation  




	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
	Duong Quang Vinh

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

	Phone number of observer
	+ 84 918118 786

	Email address of observer
	dqvinh@technip.com

	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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