Return to Work (RTW) Program

Organisation’s name:




This organisation has, through consultation and agreement with worker representatives, developed this RTW Program for the management of workers who are injured at work. This Program forms part of the operating procedures of the organisation, is consistent with our insurance company’s Injury Management Program and will be reviewed every two years. 

This Program complies with the WorkCover Guide to Employers’ Return-to-Work Programs and the requirements for a Category 1 employer.

Return to Work Commitments 

This organisation is committed to the return to work of injured workers.

· We will prevent injury and illness by providing a safe and healthy working environment.

· We will ensure that injury management activities commence as soon as possible after a worker is injured.

· We will provide the injured worker with support to minimise the effects of the injury and to ensure that an early return to work is a normal practice and expectation.

· We will provide suitable duties/employment for an injured worker as soon as is safely possible, and after seeking appropriate medical judgement.

· We will consult with our workers and any union representing them to ensure that they are regularly informed of their rights and responsibilities and of company policies on return to work. 

· We will ensure that participation in the RTW process will not, of itself, disadvantage an injured worker. All efforts will be made to resolve disagreements about the company RTW Program, or its components, through discussions and in a spirit of cooperation.

Procedures for Action When Injury Occurs

1.
Notification of an Injury
· All injuries must be immediately notified by the worker to the supervisor, and the supervisor must investigate and report on the incident/accident.

· All injuries will be recorded on our Incident Report Form / Register of Injuries.

· Our workers compensation insurance company 
 will be notified of any injuries / illnesses within 48 hours.

2.
Provision of First Aid and Medical Treatment

· Once an injury is notified we will ensure that the injured person receives appropriate first aid and/or medical treatment as soon as possible.
· Where an injured worker receives medical treatment, they MUST nominate a treating doctor who will be responsible for medical management of the injury and who will co-operate with injury management.

· Provision for nominating the treating doctor is made on the approved WorkCover medical certificate.

· The recovery period away from the worksite should be as short as is safely possible.

3. 
Role of the RTW Coordinator

· The organisation’s RTW Coordinator is 



· Our RTW Coordinator will be responsible for coordinating all efforts aimed at assisting the injured worker to recover and return to work as quickly and as safely as possible.

· This includes early contact with the worker and treating health services via the telephone, in person, or through home or hospital visits.

· For all lost time injuries, the RTW Coordinator will contact the injured worker within 24 hours of the injury being reported to ensure:

· That the injured worker understands the procedures of our RTW Program

· That the process of provisional liability and lodging a workers compensation claim is explained and;

· To prepare the injured worker for a safe and timely return-to-work consistent with medical advice.

· Our RTW Coordinator will gain written consent from the injured worker to obtain, use and disclose injury management information.

· Our RTW Coordinator will establish, maintain and store a confidential RTW file on each injured worker. Access to the worker’s own file will be granted, if requested.

· Our RTW Coordinator will provide assistance to workers who speak languages other than English.

4. Role of the Workers Compensation Insurance Company

· Within 3 days of being notified by us that we have an injured worker, the insurance company will develop an Injury Management Plan for the worker.

· We will cooperate with the insurance company in developing and complying with an Injury Management Plan (IMP) for that injured worker.

· Within 7 days of being notified by us that we have an injured worker, the insurance company will begin paying provisional payments to that worker.

· We expect the insurance company to maintain contact with our RTW Coordinator and the injured worker regarding the progress of the workers compensation claim.

5. 
Involving a Rehabilitation Provider

· We will consider referral to an accredited Rehabilitation Provider when it becomes evident that an injured worker is not likely to resume their pre-injury duties or cannot do so without changes to the workplace or the work practices.

· Our RTW Coordinator will consult the worker, our insurer, and the worker’s treating doctor to discuss the need to involve an accredited Rehabilitation Provider.

· The role of the Rehabilitation Provider is to assist develop and monitor the Return to Work Plan.

· Accredited Rehabilitation Providers to be used when required are:


Name 
Telephone 





Name 
Telephone 




· We acknowledge that the injured worker has the right to choose his/her treating doctor and rehabilitation provider. Should a worker wish to change doctor or provider, he/she must contact the insurer.

6.
Finding and Providing Suitable Duties

· When the injured worker is, according to medical judgement, capable of returning to work, an individual RTW Plan will be developed by our RTW Coordinator, offering suitable duties. 

· Our RTW Coordinator will consult with the injured worker, the workers compensation insurance company and the treating doctor to develop a written RTW Plan.

· We undertake to ensure that the duties offered to injured workers as part of their RTW Plan will always be meaningful, productive, a safe match with the worker’s physical and psychological capabilities and consistent with medical advice.

· Suitable duties may be provided in many different ways – at the same or different worksite, or the same job with different hours and/or modified duties, or a different job altogether.

· Suitable duties may be full-time or part-time, depending on the availability and requirements of the individual injured worker’s circumstances.

· All offers of suitable duties will be in writing, clearly listing the duties to be performed, working hours, physical/medical restrictions, dates and times of medical and physiotherapy treatments and review.

· Treatment should be obtained by workers out of working hours whenever practicable.

· Suitable duties will be time limited, monitored closely by our RTW Coordinator and regularly upgraded.

· Any changes to suitable duties are undertaken by our RTW Coordinator in consultation with all parties.

· Where an injured worker cannot return to their pre-injury duties, every assistance will be made to assist that worker to find alternative employment, either within or external to our organisation. This includes our RTW Coordinator referring to an accredited Rehabilitation Provider for advice about WorkCover training and re-employment schemes.

· No injured workers will be dismissed within 6 months of becoming unfit for employment as a result of a work related injury.

7.
Arrangements for Dispute Resolution
· If there are disagreements about suitable duties or some aspect of the RTW Program, we will work with the injured worker and any union representing them to try to resolve the disagreements. 

· Failing this, we will attempt to resolve the disagreements by consulting with the Rehabilitation Provider, the treating doctor or an Injury Management Consultant.

· Assistance may be sought from our workers compensation insurance company, or by contacting the WorkCover Claims Assistance Service on 13 10 50.

· In the case of formal disputes about suitable duties, or medical fitness, we may refer the matter to the Workers Compensation Commission.

8. Administrative Arrangements

The paperwork involved in administering the Return to Work Program has been kept to a minimum. Attached are the organisation’s forms that may be used in the injury management of an injured worker.

· Incident Report Form 

· Insurer “Notification of Injury Form”

· Information Consent Form

· RTW Plan

· Referral to accredited rehabilitation provider

· Other (sample letters)

Endorsement

These policies and procedures will come into effect as of the 


and may be reviewed and amended by the agreement of the undersigned or 
their representatives:

Signed:


Signed:



Employer Representative

Worker Representative

Date:


Date:
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