Template

"

Return to work plan

This return to Date of / /
work plan is for: plan:

Check the requirements in your state or territory

This template will take you through the steps of developing a return to work plan. It has been designed to
meet your obligations wherever you are based, but check the requirements in your state or territory, as
you may need to include specific components in your plan. Find the link to your workers’ compensation
authority at Workers’ compensation | Safe Work Australia.

If you use a different plan template (from your business or your workers’ compensation authority), this
template can still provide guidance as the main steps should be very similar.
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RETURN TO WORK PLAN

-\_y Key information

Name of worker

Date of birth

Worker phone

Worker email

Emergency contact details

Insurer

Claim number

Plan developed by

Phone / email

-\_p Pre-injury work information

Worker’s pre-injury job title

Name of employer

Details about worker’s pre-injury work, for example, days/hours, work location

Taking care during stressful periods

The return to work process can be stressful, particularly for the injured or ill worker, but also for others
involved in supporting their return to work. There is a range of support available. Consider calling or

visiting:
e AGP

¢ An employee assistance program

¢ Beyond Blue: 1300 224 636

. Lifeline Australia: 131114
e MensLine Australia: 1300 78 99 78

Small business owners can also access business specific support through Beyond Blue’s NewAccess

mental health support program.
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Injury/illness and treatment details

Information from the health practitioner treating the
worker is essential to understand how they can return
to work. The treating health practitioner may provide
a certificate of capacity that sets out the worker’s
capacity to work and any medical restrictions.

If the available information is not sufficient or clear for
supporting the development of the plan, the worker
can seek further advice or arrange for the health
practitioner to contact you directly. Often, the health
practitioner can provide more tailored medical advice
when they are given information about the work role,
demands and tasks.

This advice will help identify ways to make the work
and the workplace suit the worker as they recover. It
should help you understand:

¢ the nature of the worker’s injury or illness

* the worker’s capacity and their ability to perform
their role

e any restrictions on specific tasks or activities

* estimated timeframes for their return to work and
recovery

* how to safely increase work duties or reduce
support as they recover, and

e other factors affecting recovery or capacity (e.g.
side effects of any medication).

Check if it is appropriate to communicate with any health practitioners involved in managing the worker’s
injury or illness. You might ask the insurer or the worker to follow up with them.

-\’y Medical assessment

Describe details of the injury/illness, medical restrictions or reduced capacity that may impact return to work
arrangements, including from the certificate of capacity and discussions with the treating health practitioner or
worker. If available, you can attach the written medical advice to the plan.

Note: in South Australia, this section of the plan needs to include the date of injury.

-\_y Treatment arrangements during this plan

List any upcoming treatment that may impact return to work arrangements.

Treatment

e.g. weekly physiotherapy appointments
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@ Set return to work goals

Setting goals helps engage the worker in their return to
work and target the plan at what is important in their life and
circumstances. Setting clear and achievable goals can:

¢ Improve their confidence in the plan. Defining goals and
planning how to achieve them can reduce anxiety and
improve the outcome of rehabilitation and recovery.

¢ Motivate them to stick to the plan. It often helps to think
about what their recovery means for them outside of
work, as well as to identify their skills and experience and
what motivates them in the workplace.

Talk with the worker about what they would like to achieve.
For example:

e “Since your injury, what can’t you do that you want to
do?”

¢ “What are you finding more difficult now that you'd like
to be easier?”

¢ “How will you know when you no longer need support?”

Did you know?

There are no hard and fast rules when goal setting, but these
ideas might help:

¢ Talk realistically about what might be achieved. Draw
on advice from their treating health practitioners and
their supervisor.

¢ Itis okay to start small. It is common to have very
general goals, like “get back to work” or “return to
full duties”. The trick is to turn these into smaller or
incremental milestones. Think about how to modify their
duties and the workplace as they recover. For ideas,
see the next sections on identifying suitable duties and
workplace adjustments.

¢ Goals can be about more than just work. For example, a
worker’s goals may also include caring for their children,
finishing their study or returning to gardening.

In some cases, because of the nature of the injury or other
circumstances, it may not be possible for a worker to return
to their pre-injury job and duties. Instead, a goal may include
a change in their duties, an alternative role, or in limited
circumstances, starting with a new employer.

Goals can change through the planning process and as the worker recovers. Each return to work journey
will be different and may not end up going as expected.

.\’p Describe any recovery and return to work goals.

Goal

Return to work goals

e.g. return to work full time

e.g. start running again

Short-term milestones

e.g. stand up for short periods of time unassisted
e.g. return to work part time, working remotely only

e.g. return to work part time, half the time in office
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By end of year

Early next year

By July

By September

By October
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) \dentify suitable duties

‘Suitable duties’ means identifying where changes may
be required to a worker’s normal duties and how they
work to help them while they recover from an injury or
illness. Sometimes a simple change can make a huge
difference.

For example, consider changing:

¢ Work tasks: avoid duties specified in medical
restrictions, rotate through more and less
demanding tasks, provide alternative duties and
training.

e  Work hours: work half days or part-time hours,
provide more time between work shifts for sleep
and recovery, schedule work to avoid periods of
high or low demand.

e  Work pacing: alternate during work hours between
periods of full duties and periods of rest, allow for
more breaks and time-limited tasks.

Consider the plan’s goals and the worker’s skills and
experience. Returning to meaningful work, drawing on
their strengths, leads to better outcomes for everyone.
What duties are suitable may change over time, so
consider how to modify their duties to match their
abilities as they recover.

Finding suitable duties may require a constructive
and creative approach, using advice from the treating
health practitioners, and having the support and
cooperation of the employer.

@

Physical and psychological injuries can
both lead to a worker needing time off
work, but may require different types of
changes. For specific questions to think
about when coming up with suitable
duties and workplace adjustments for
workers recovering from physical or
psychological injuries, see the Getting the
best from your worker with suitable duties
guide.

Employers may have formal obligations
to provide suitable duties and make
reasonable workplace adjustments. Check
the requirements in your state or territory.

Providing suitable duties that are meaningful
and fit in with the team can really help. It can
help reduce time away from work and the
chance of further psychological or physical
injury. Workers can keep up a routine, regain
confidence and get stronger gradually.

Describe the changes to the worker’s duties and hours, including what tasks will be suitable, what tasks

they should avoid, and when they will be required.

Suitable duties

e.g. undertake training for new duties

e.g. minimise duties involving serving customers

e.g. reintroduce low pressure duties involving serving customers
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[oXe)
ﬁ.‘ﬁ%—.ﬂ Identify workplace adjustments

‘Workplace adjustments’ means identifying where
changes may be required to the workplace, processes
or practices to help the injured or ill worker while they
recover. These changes are beyond a worker’s duties
and may impact how others work and the broader
work environment.

Find out what changes have been made to the
workplace to support the worker’s recovery and help
prevent similar injuries in the future. This includes
addressing physical hazards, like slippery floors or
blind spots, or psychosocial hazards, like factors that
lead to workplace conflict or bullying.

Discuss what further workplace adjustments would
help while they recover at work. For example, changes
to:

e How the supervisor manages work: allow extra
time to complete tasks, provide written instructions,
break complex work into simpler tasks

¢ Workplace policies to allow flexible or remote
work: support working remotely, allow variable
start and finish times

e The work area: assess and modify workstations or
locations, improve accessibility, reduce noise

¢ The level of support: provide a mentor they trust
or a peer support system, allow calls during work
hours to external support people, encourage
accessing an Employee Assistance Program or
other support.

Some workplace adjustments may be needed only
occasionally. For example:

e the supervisor agrees the worker may need a break
when their injury is causing heightened stress

¢ the manager acknowledges there may be periods of
low morale or performance and agrees to provide
additional adjustments during that time, or

¢ the team understands how to support the worker
if things at work trigger or aggravate their injury,
for example during peak workload or after a
disagreement.

9 Unresolved workplace disagreements or
conflicts can delay recovery, undermine
working relationships and lead to further
harm. It is essential to address them for a
successful return to work.

It is important that workers return to

a safe environment where physical and
psychosocial hazards are identified and
controlled, as required by work health and
safety laws. It also reassures the worker
they have been listened to and their
workplace is committed to their recovery.

Describe changes to the work environment, processes or practices to support the worker’s recovery and

A return to work, and when they will be required.

Workplace adjustments

e.g. flexible break times outside of scheduled meetings

e.g. height-adjustable desk

e.g. work in a quiet area temporarily or have a break
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Installed before return and
used while recovering
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EGlB Further actions to support return to work & Next plan review date

Arrange a time to check in on progress against the plan and update
it as required. / /

’\’p Describe other actions or steps to support achieving return to work goals and who will be responsible.

Action Responsibility

e.g. notify relevant people if any issues identified with the plan Worker, supervisor

e.g. worker and return to work coordinator to check in weekly via phone Return to work coordinator;
worker

e.g. worker attends medical appointments and gives supervisor notice as early as possible Worker

for appointments within work hours

e.g. employer reviews policies and training to reduce potential workers’ compensation Employer
stigma within the organisation

e.g. update plan details if worker changes treating doctor Return to work coordinator

You may have formal obligations to monitor the worker’s progress and review and update the return to
work plan as appropriate. Check the requirements in your state or territory.
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Finalise
-\—p The following people have been involved in developing this return to work plan:

Worker / will actively participate in this plan.

Name Signed Date

Employer / Supervisor / will implement this plan and support the worker through their return to work.

Name Signed Date
/ /
Business name Phone / email
Treating health practitioner
Name Organisation Phone / email
Insurer / claims manager
Name Organisation Phone / email
Workplace rehabilitation provider
Name Organisation Phone / email
p Who will be provided a In some states and territories, agreement by the worker
A copy of this plan? (and sometimes, the employer) must be documented.
They may have legal obligations to follow the agreed
|:| Worker plan, so check the requirements in your state or

territory.
|:| Employer / Supervisor

[ insurer / claims manager
Implement the plan

[ Treating health practitioner When the plan is finalised and everyone involved

understands their responsibilities, it is time to implement.
Return to Stage 3: Implement and review on page 9 of
the Developing a return to work plan quide and template.

|:| Workplace rehabilitation provider
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