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Initial care and management of a work injury
	Checklist for Managing an Injury


	Tick when complete

	Administer any First Aid at the site


	

	Support employee to obtain medical care if needed

	

	Provide injured employee with WorkCover Information.


	

	Complete Incident Report Form and deliver to <insert person’s name>.


	

	Employee to complete enclosed Workers Compensation claim form if indicated and forward with any certificates to:

<insert relevant person’s name and fax or address>


	


Dear Doctor,

Thank you for providing assistance to            ……………………………………………  

                                                                                (name  of injured employee/person) 

on  …………………………………  .

                          (date)
<Employer> wishes to look after our employees who have a work related condition.  Our injury management and rehabilitation program is designed to support early return to work after an injury by providing appropriate alternate duties.  
We invite you to contact the <insert person> on xxx, who can provide assistance.

The site manager responsible is    <insert name of site manager>, and is available on  

<insert site manager’s telephone number>.

Thank you for your cooperation.

Yours sincerely

<insert name of RTW Coordinator>

<Insert organisation name>  
What to Do If You Are Injured – Basic information
If you suffer from a work-related injury or illness, you must report it to your employer immediately.

Complete the Incident Report form.

How to Make a Worker’s Compensation Claim

If you need medical treatment or time off work because of your injury or illness you will be required to complete a Worker’s Compensation form.  These are available from <insert organisation> or the Post Office.

Complete all the details on the form and submit it to your employer keeping the Worker’s Copy after it has been signed and dated.

Time Off Work

If you need time off work or if you need to change your duties because of your injury or illness, you will also need to submit a Worker’s Compensation medical certificate signed by a doctor. Every endeavour will be made to offer you alternate duties within the workplace as is the company’s and your obligation under the Workers Compensation legislation.

Medical Costs

Should the insurer accept your Workers Compensation claim you will have entitlement for the reimbursement of all reasonable medical & like expenses.

Remember to keep copies of all documents relating to your claim.
After You Lodge Your Claim

The Worker’s Compensation claim is submitted to the WorkCover authority agent who will assess the claim and determine whether the claim is to be accepted or not. The Worker’s Compensation agent will inform you in writing.

If Your Claim Is Accepted

Your employer will begin making your weekly benefits on your normal paydays and will also pay the first portion of any medical and like treatment.

If Your Claim Is Rejected

Notification from your WorkCover agent will provide you with avenues to address the rejected claim. You may also contact <the return to work coordinator>  .
Returning To Work

The Company will do whatever is necessary to ensure that you are provided with every opportunity to return to work including transport to and from work, seated, one handed, visual only duties etc.

Return to Work Plan

If you are off work for any length of time, with a work-related injury or illness, your employer must prepare a Return to Work Plan for you.

This allows the employer to plan and keep track of your condition and progress, stay in touch with your doctor and establish when he or she expects you will be able to return to work.

A return to work coordinator, appointed by the company, will assist you in the return to work process, liaising with your doctor to aid in your recovery. The coordinator will write up your plan and discuss this with your treating doctor for approval prior to a proposed return to work

Medical Examinations

Although you may choose your own doctor the Worker’s Compensation Agent can also request an independent medical examination to get expert medical opinion about your injury and what may need to be done to return to work

Your Return To Work Obligations

The law requires you to make every reasonable effort to return to work. This includes participating in your return to work plan, assessments of your work capacity and progress. Otherwise your benefits will stop.

(Insert Company Logo)

What to do if you are injured 

Taking charge of your recovery and return to work

A work injury can be overwhelming. It is important to remember that you have supporters in the workplace. These include your RTW Coordinator, direct supervisor / manager, and your co-workers, all of whom value the contribution you make and want to see you back at work.

Helpful as these people may be, one person plays the most important role in your recovery and return to work: YOU. 

Although the situation may feel out of control, there are many things you can do to ensure that you get back in the driver’s seat as soon as possible.

To take charge of the process, it is useful to remember three things:

1. You can make a difference.

2. You are valuable.

3. You belong to a team.

And then, you need to take action!

Report injuries – even minor injuries – promptly. Remember the old saying “A stitch in time saves nine”? Reporting an injury promptly means that, where appropriate, you get treatment early and that can prevent a small health problem from becoming a big one. Also, your supervisor or manager can take steps to ensure that other workers don’t injure themselves in the same way. 
Be an active participant in return to work and rehabilitation. No one else can return to work or do your recovering for you! Since getting better is largely your responsibility, it is only fair that you have a say in what goes on. 

· Make suggestions about return to work duties and hours;

· Attend all workplace appointments, for example with your RTW coordinator; and 

· Work with your supervisor to develop a return to work plan.

Make the most of treatment. Getting over an injury involves effort on your part. Although it might be a hassle, making the most of your treatment is less difficult in the long run than dealing with the consequences of letting treatment fall by the wayside. 

Not doing your stretches or missing doctor’s appointments can have consequences that range from needing more days off work on workers’ comp, to long-term pain and disability. Don’t be victimized by your injury! 

Take control of your treatment by:

· Doing all proscribed exercises / stretches;

· Supporting communication between the workplace and the treating practitioners; 

· Attending ALL your medical appointments; and

· Complying with restrictions to avoid re-injury.

Keep in touch with your workplace. Work might be the last thing you want to think about while you’re recovering, but staying in touch with your supervisor / manager and coworkers.  It will make your transition back to work much smoother and less stressful. 

There are also things you need to let your employer know about for example if:

· Your medical restrictions are updated;

· Surgery is planned; or

· There is a significant improvement or deterioration in your condition.
Report post-injury workplace difficulties early. Returning to work and activity as soon as possible after an injury is good for most people, but that doesn’t mean that there won’t be challenges. If you’re having difficulties in the workplace, remember that modifications can only be made and problems dealt with when you let people know about the need for them. Don’t let your return to work be compromised by a lack of communication. Instead, go to your supervisor / manager with the problem and – if you can – a potential solution. 

After all, you are the boss of your own recovery!

(Insert Contact Info)
Insert Incident Report Form here
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