

Return to Work Coordinator Checklist

	Return to Work Coordinator:
	

	Worker name:
	

	Date of injury:
	


If someone is injured at work

	Action
	(

	Make sure appropriate medical advice/treatment is sought (internally/externally).
	(

	Contact the worker as soon as possible to ask how they are and to reassure them.
	(

	Discuss leave entitlements and a potential WorkSafe claim with the worker.
	(

	Help the worker to record their injury in the register of injuries and provide them with written confirmation that you received notice of their injury.
	(

	If the worker is seriously injured or dies you must notify WorkSafe as follows:

· Telephone WorkSafe on 132 360.

· Send your written report of the incident to WorkSafe on a WorkSafe Incident Notification Form.

*Notification is required where an incident at a workplace results in death or serious injury.  See Part 5 of the Occupational Health and Safety Act 2004.  If a notifiable incident occurs work with the worker’s manager or supervisor and your workplace’s Health & Safety Representative (HSR) to ensure that an investigation is undertaken.
	(


Looking after the WorkSafe claim

	Action
	(

	When you receive a completed WorkSafe Worker’s Injury Claim Form, complete the Employer Lodgement Details in section 7 of the form and confirm receipt of the claim in writing to the worker as soon as reasonably practicable.  (This can be done by providing the worker with a copy of the completed form).
	(

	Complete an Employer Injury Claim Report and send the Worker’s Injury Claim Form, the Employer Injury Claim Report and other relevant documents (such as any Certificate of Capacity provided) to your WorkSafe Agent within 10 calendar days of receiving the claim, if one or both of the following occurs:

· Medical expenses are likely to exceed $592 (indexed per annum).
· More than 10 days off work is required.
	(

	Contact your WorkSafe Agent to discuss your obligations.  They’re there to help, especially if you have questions or need advice on return to work planning.
	(


The injured worker’s manager or supervisor 

	Action
	(

	Discuss the contents of Important return to work information for managers and supervisors with the worker’s manager or supervisor.  A template for this information is available in the Return to Work Coordinator Tool Kit from the WorkSafe website.
	(


The injured worker 

	Action
	(

	Discuss the contents of Benefits of Returning to Work with the injured worker.  The template is available in the Return to Work Coordinator Tool Kit from the WorkSafe website. 
	(


Nominating and appointing a Return to Work Coordinator

	Action
	(

	Read through the WorkSafe publication Return to Work Coordination - the basics you need to know.  
This publication will help you to quickly understand the basics of return to work and what you need to know and do in your role as a Return to Work Coordinator.
	(

	Ensure that you possess the seniority to perform the role of the Return to Work Coordinator.
	(

	Ensure that you are competent to assist your employer to meet their return to work obligations.
	(


Planning the worker’s return to work and providing suitable or pre-injury employment 

	Action
	(

	Obtain relevant information about your worker’s pre-injury job, their injury, work restrictions and capacity to help you plan your worker’s return to work.

Information is available from the worker’s position description, on the initial Certificate of Capacity and subsequent Certificates of Capacity and from the worker themselves.
	(

	Consider whether workplace supports (e.g additional support person), aids and modifications are necessary to assist the injured worker return to work.

You can seek professional advice by contacting the worker’s treating health practitioner (with the consent of the worker), approved occupational rehabilitation provider (if involved) and/or your Agent.
	(

	Assess and propose suitable or pre-injury employment that is consistent with the worker’s capacity to the worker and the worker’s treating health practitioner

The WorkSafe template, Suitable employment for injured workers - a step by step guide to assessing suitable employment options, may assist you to assess suitable employment options. 

To assist discussions about planning return to work, give the worker photos of the kind of work he/she usually does to show their treating health practitioner.
	(

	Consult, to the extent that it is reasonable to do so, with the following people about the worker’s return to work:

· The worker

· Their treating health practitioner, if the worker consents, and

· The provider of occupational rehabilitation services, if services are approved.

In consulting you:

· Share information about the worker’s return to work (be mindful of the confidentiality of the worker’s private information when you do this)

· Provide a reasonable opportunity for those people to consider and express their views about the worker’s return to work, and

· Take those views into account.

Consultation is a two way exchange that can be conducted in many different ways including telephone discussions, informal or formal meetings, by exchanging written or other materials or a combination of these.
	(

	· Talk regularly to the worker’s supervisor and the WorkSafe Agent Case Manager about the worker’s plan for return to work.

Keeping everyone involved updated/informed about what’s happening with an injured worker’s return to work planning will assist you to get the right assistance at the right time, and identify return to work barriers and solutions to those barriers as early as possible.
	(

	Provide clear, accurate and current details to the worker about the return to work arrangements.  It is also useful to provide this information to the worker’s manager or supervisor.

Using the WorkSafe Return to Work Arrangements Template may assist you to meet this obligation. 
	(

	Seek to reach agreement on the return to work arrangements wherever possible.
	(

	Support and monitor the worker and the return to work arrangements (revise planning as required such as when a worker’s capacity changes or new information is received).

It’s part of your role to monitor an injured worker’s return to work on an ongoing basis,  The information you gain from monitoring their progress may result in amendments or revisions to return to work planning and arrangements.
	(

	Progress the return to work arrangements.  

The ultimate return to work goal is for the worker to return to their pre-injury employment.
	(


Making return to work information available

	Action
	(

	Access and customise the return to work information template within Compliance Code 3 of 4: Return to work information – available from worksafe.vic.gov.au
	(

	Consult with workers about how the return to work information will be made available to them. 

For example - give workers the customised template and ask them how they would like the information made available to them (emailed, posted in the lunch room, provided at the next meeting, for example).
	(

	Consider the workers’ views before making a decision on how to make the return to work information available.
	(

	Explain the final decision to the workers and why it has been taken.
	(

	Make the return to work information available to the workers.
	(


Need more information? 
To get more information and assistance:


· Visit our website at worksafe.vic.gov.au
· Contact the WorkSafe Advisory Service on freecall 1800 136 089

· Refer to the WorkSafe publications What to do if a worker is injured – A guide for employers and Who’s who in the claims process

· Refer to the WorkSafe templates: Return to Work Arrangements and Step by Step Guide to Assessing Suitable Employment Options

· Refer to WorkSafe’s Return to Work Compliance Codes:
· Compliance Code 1 of 4: Providing employment, planning and consulting about return to work
· Compliance Code 2 of 4: Return to Work Coordinators
· Compliance Code 3 of 4: Return to work information
· Compliance Code 1 of 4: Cooperating with labour hire employers about return to work

· Contact your WorkSafe Agent

· Contact your industry association representative.

Getting started





The Return to Work Toolkit is designed to assist employer’s Return to Work Coordinators perform their role effectively. Using the toolkit is optional; however it can make return to work planning easier.





Use this checklist to help ensure you are doing all your duties as a Return to Work Coordinator. 





This template can be customised to suit your workplace and needs. Simply delete this box when you’re ready to start and insert your own workplace branding and information.





The Return to Work Toolkit is available to download from worksafe.vic.gov.au/rtw
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