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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

• https://www.safework.sa.gov.au/notify/workplace-incident-notifications

A notifiable incident means:

• the death of a person; or

• a serious injury or illness 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

https://www.safework.sa.gov.au/notify/workplace-incident-notifications
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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 and incident report form at
https://kokatha.com.au/wp-content/uploads/2024/09/Incident-and-Hazard-Report-
Form.pdf

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. 

https://kokatha.com.au/wp-content/uploads/2024/09/Incident-and-Hazard-Report-Form.pdf
https://kokatha.com.au/wp-content/uploads/2024/09/Incident-and-Hazard-Report-Form.pdf
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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, unions 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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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 

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 

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

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) 

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

The employee and employer notified of determination by Claims Agent 

Workers compensation claim determined by Claims Agent 

Injury occurs is managed and accident investigation completed 
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Illustration of Notifiable Incident Report Form – from SafeWork SA 
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