KOKATHA ABORIGINAL CORPORATION RNTBC (ICN 8093)

INJURY MANAGEMENT PROCEDURE
Introduction

Injury Management is a comprehensive and coordinated approach to providing assistance
and support to employees injured in the workplace. It is a workplace-managed process
involving early intervention and ongoing communication from the time of the injury through
to a return to suitable employment. It involves not only managing the employee's injury but
also their absence from the workplace.

Scope

This procedure applies to all employees of Kokatha Aboriginal Corporation (KAC).
Definitions

Injury Management: is the provision of workers' compensation and rehabilitation services.

Prescribed medical certificate (PMC): A medical certificate issued by a treating medical
doctor allowing for a disability which the doctor considers to be caused through or
contributed by employment.

Roles & Responsibilities
Mangers/Supervisors are responsible for:
° Completing and forwarding all documentation to the claims’ agent

° Reporting a notifiable Incident to SafeWork SA using the Notifiable Incident Report
Form on file or downloaded from
http://www.safework.sa.gov.au/uploaded files/notification.pdf

A notifiable incident means:

° the death of a person; or
° a serious injury or iliness of a person; or
° a dangerous incident.
° Providing duties to injured workers within their capacity
° Actively participating in the rehabilitation process to support the injured worker and

resolve any issues
Employees are responsible for:

° reporting injuries/incidents to Manager/Supervisor immediately
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° participating in their rehabilitation process
° undertaking duties as identified which are within their capacity
Procedure

When an injury occurs
1. Ensure first aid treatment is given

2. Conduct an investigation into the incident and complete Incident Report form

3. If an employee is off work for more than 24 hours contact the injured worker to offer
support and provide information/documentation

4. Complete documentation and submit to the Workers Compensation Claims agent

5. Make contact with any treating practitioners to inform them of the nature of your
business and what alternate duties are available

6. Maintain contact with all parties, employee, treating doctors and practitioners,
rehabilitation providers, Claims Agent

7. Provide duties within the worker's capacity
Making a Workers compensation claim

All work-related injuries or illness must be reported to the Manager/Supervisor as soon as
the employee is are aware of it. A worker report form should be completed and given to the
employer with the PMC. The employer will then complete the employer report form and
lodge all of these documents with ReturnToWorkSA.

Communication/Consultation

Communication between all parties is essential to minimise any issues which may arise and
assist in a safe return to work.

If not at work

The employer will maintain contact on a weekly basis while the employee is not at work.
The purpose of this is to provide support, answer any questions, minimise any difficulties
and plan a return to work.

Employee must provide the employer with all PMC's and any other information which will
assist in achieving speedy and safe return to work.
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While at work

Communication must be maintained to ensure duties are suitable and no difficulties are
arising. Alterations to work environments and practices may be required and consultation is
required in these situations. Consultation and communication must be maintained with all
key stakeholders including, employer, employee, doctors, physiotherapists, occupational
therapists, psychologists, rehabilitation providers, Claims Agents, wunions and
representatives.

Early Intervention

Early intervention is one of the key actions that can influence the return to work of an
injured employee. Early intervention can minimise the extent of an injury if problems are
addressed once they arise. The period immediately after an injury occurs is a critical time to
communicate with the employee, offer workplace support and determine what assistance
will be needed to aid their recovery and to commence a Rehabilitation and Return to Work
Plan.

Rehabilitation Providers

Rehabilitation Providers may be used to assist in a return to work of an injured worker. They
may be involved in preparing Rehabilitation & Return to Work plans, Rehabilitation
programs, return to work schedules and assisting to resolve any issues. These are appointed
by the Claims Agent. However if the employer has a preferred relationship with a provider
they should inform the agent at the time of lodgement of a claim.

Provision of Duties

Safe, suitable duties must be provided for injured employees. The identification of suitable
duties for an injured staff member should have regard to the skills, capacity and previous
experience of the employee, and the various options available for modification of duties,
hours or working conditions.

Alternate duties

Alternate duties may be required to assist an injured worker in returning to work. Alternate
duties are duties which the employee may or may not normally do which meets the physical
or psychological capacity as outlined by the doctor. Alternate duties must be productive
duties.

Confidentiality

Information regarding an employee's medical condition must be kept confidential.
Disclosure of information is permitted however under certain circumstances such as when
required in the course of official duties, by consent of the employee, or if required by a
court or tribunal.
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References

Workers Rehabilitation & Compensation Act 1986
Workers Rehabilitation & Compensation Regulations 2010
Work Health and Safety Act 2012 (SA)

Forms

Incident Report Form

Notifiable Incident Report Form (SafeWork SA)
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WORKERS COMPENSATION FLOW CHART

[ Injury occurs is managed and accident investigation completed ]

Workers Report Form completed by employee and submitted by employee with
Prescribed Medical Certificate

Employer report form completed by employer and all documentation submitted to the
ReturnToWorkSA Claims Agent

[ Workers compensation claim determined by Claims Agent ]

[ The employee and employer notified of determination by Claims Agent ]

Employee continues to provide PMC’s and any accounts for payment to the employer
while undergoing approved medical treatment

[ Employer forwards PMC’s accounts, wage reimbursement etc. to Claims Agent ]

Employee undertakes approved rehabilitation program / alternative duties until deemed
fine to return to normal duties

Case closed upon return to duties (or if unable to return to normal duties other duties /
employer is identified)
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Phone: 1300 365 255
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INSTRUCTIONS:

1. Itis the duty of the Person Conducting a Business or Undertaking (FCEU) to report & notifiable incident. However, anyone can report a
notifiable incident.

2. This form should be completed accurately with 28 much detall as is avallable at the time It is completed.

3. Send this form to SafeWork SA by the fastest means available: by fax or email

DO HOT USE this form to report an immediately life threatening issue or the death of a person. Please call SafeWork SA on our emergency
limg - 1800 77T 209. This service operates 24 hours a day, T days a weel_ You can also choose to report dangerous incidents to SafelWork SA by
calling this emergency sandce.

. SERIOUS INJURY OR ILLMESS

|. DANGEROUS INCIDENT

Diate and timea of the incidant Specific locabion Site type:
» Select
Fa Site addresa: Suburb State Posicode
- o
=] Salect
g ‘What work was baing performed al the time of the Incident’?
N
=]
)
— What happenad?
=
-
wi
(]

Was vy plant baing wed at tha tirme? What was 17

Apparent cause of the incident

Marmne Owceupabion Work expenence

Select
Address Suburb State Postcode
Salect

Sex Drate af birth Phone niimibser Mobile numbenOther
Rl Select
3 Injuri@s (if known Conditan of injured parson (i known |
& Select
E Immeadiate treatmant in hospital? Winara? Wera they admifled a8 an in-patient?
T Select Select
3 Relationship of injured person 1o the PCBEL Dipes this matier involve & child under the care of a provider of Education and Child Sanices?
- Select Select

IMPORTANT NOTICE Pursuant to Section 174 of the Educabon and Care Sansces Natonal Law Acl 2010 and Sections 173 and 174 of the
Education and Eary Childhood Sarvices (Regisiration and Standards) Act 2011 which requires approved providers of educalion and care sarvioes
1o neclify information redating o prescribed matbeérs fo the Education and Early Childhood Services Board Registration and Standards within the
prescnibed imeframe. Please visil the Australlan Children's Education and Care Quality Authority website acecqa.gov.au o lodge the
redevant nolication form,

Businasa/Entity namea ABMN
=
[14]
L ~
o Address Suburh Slile Postcoda
a Select
'-3 Phoneé number Fax number Maobile numbear Oitheér mambeér
e
E PCEU rola
Select
Mams Position InvalvementRelationahip 1o the &ile
Select
Phcsi numbeér Mobilé mwmbar Ermail

IMPORTANT MOTICE Pursuant to Section 38 of thi Work Haalh and Safety Aol 2012, you aré advised that the person wilh managemant of
contrgl af the workplacs must ensure thal the sibé of any planl. substancse, sruciung oF thing whehe the incident oocurred I8 nol dislurssd. &0 T 58
i reasconably practcabls, wil an inspecior arrives ot the site or &y aarlier tima that the inspacion directs, unless § & required 1o aaaist an injuned
piErsOn, PEmMows § decansed parson, 1o make the area sale, o aré directed by polics

NOTIFIER'S DETAILS

| v subrmitted s florm elsctronically

D (Rigristung i ol réquired )

Dabis forrm complbed Signed

vkl Mol Rcation Form - Esermal Verson 1.4 - Agid 2008 Paga 1al 2
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WHAT IS A NOTIFIABLE INCIDENT?

Work Health and Safety Act 2012
Sectlon 35 - What is a notifiable incident
notiflable incident means—

(&) the: desth of a person; or

() a senous injury or liness of a person; or
(c) a dangerous incident.

WHAT IS A SERIOUS INJURY OR ILLNESS?

Work Health and Safety Act 2012
Section 36 — What iz a serlous Injury or lliness
seriows injury or illness of a person means an injury or liness requiring the person to have—

(a) immediate reatment as an in-patient in & hospital; or
(b Immediate treatment for—
1] the amputation of any part of his or her body; or
] a serious head injury; or
(i) a serioss eye injury; or
() a serious bum; or
v the separation of his or her ekin from an undedying Bssue (such as degloving or scalping|; o
(wi) & spinal injury; or
(vil)  the loss of & badily function; or
(vil) serous lacerations; or
() madical treatment within 48 hours of exposure 1o & substance, and incudas any other injury of iliness prescribed by he reguiations bt
does ol include an liness or injury of a prescribed kind.

Work Health and Safely Reguiations 2012
Regulation 699 - Incldent notification — prescribed serlous linesses
For the purposes of section 36 of the Act, each of the folk:-wmq CondiBons is & senous liness:

(&) any infection to which the canying out of work & & significant contributing factor, including any infection that is reliably atributatle 1o
camying out work —

II:I wilh PUCrO-0rJanesma; or

1] that involves providing trestment or care o a person; or

L] that involves contact with human blood or bﬁd"’ substances; of

[} that involves handling or contact with animals. animal hides, sking, wool or hair, animal carcasses of arimal waste products;
1] the following cccupationsl zeonoses contracted in the course of work involving handling or contact with animals, animal hides, skins, wool

or hair, animal carcasses or animal wasie products:
(i Q ferver;
] Arnthrax;

() Leplospinosis:
L] Brucallosis;

(v) Hendra Vinus;
v} Avian Influenza;
(wil) Paltacosis.

WHAT IS A DANGEROUS INCIDENT?

Work Health and Safety Act 2012
Section 37 - What is a dangerous incident

dangerous incidenl means an incident in relation 1o & workplace thal exposas a worker of any othar parson o & sancus nek 1o & parson's health or
salely emanabing from an mmediaté or imminen! exposure 10—

(&} an unoonirolled BECApE, EpI"SgE of leakage of & substance, of

i) an unoconirolled iImplosion, explosion o fire; or

(€] an unoonirolled escapa of gas or sleam; or

(dh @n unoonirolled ascaps of & préssurssd substance; or

(&) alecirc ahock; of

|1] the fall oF relaass from & hmgnt ol By ﬁdﬂl_ subslance of hane. or

1] the collapas, oweriurming, laluré or malfuncbion of, or damage 1o, any plant that is reguired 1o bé authonsed for usa in
Becordancs wilh the megulabons; of

L1} e collapss or parbial collapss of & struciure; or

] the collapas or falure of an axcavation of of any aharnng supporting an axcavalion, of

)] the inrush of waier, mud or gas in workings. in an underground excavatiion or bunnel; or

(k) the intarrupbion of thé man syslem of venblation in an undenground excavalion oF lunnal; or
(L] any athar evanl préscnibad by tha regulations,

ELECTRICAL INCIDENTS

If e incident baing notfied s relaled 1 an electric shock, gas infrastruciure, or non-aulomotive gas fMitting, pleass access the OfMice of the
Technical Regulator's mb!lww for cummant contact (nformation
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