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nformation for

staff

Accident Reporting: All

States and Territories
If you have an accident or injury whilst

working you should:

1. Get treatment from any of the

following:

e Your local first aider;
o A medical centre;

e Your own doctor;

e Hospital

2. Report the accident/injury

You must report (verbally or by email)
the accident/injury to your supervisor
within 24 hours of its occurrence, or if
that is not practicable, as soon as
possible. A family member or friend can
notify your supervisor if you are unable
to do so initially.

You must also report the accident/injury
on the University’s online FlinSafe
system within 24 hours.

If you are unable to report the accident/
injury due to the accident, arrangements
must be made for your supervisor to
report it through FlinSafe.

You have the right to choose where you
go for medical treatment.

Advise the treating doctor that the injury

is  work

appropriate  Workers

related and

obtain the
Compensation

Medical Certificate (see figure below).

Depending on which

State or Territory you

reside in obtain:

* RTWSA Work
Capacity Certificate

e WorkSafe
Certificate of

Accident or incident occurs to
a staff member

First Aid required

NO

Further Medical
Assistance
Required

Report the event to your
NO===p{ immediate Supervisor
within 24 Hours

YES

Report the accident/

Capacity (Vic)

e Workers
Compensation
Medical Certificate
(NT)

from the doctor

incident through

You have the right to FlinSafe

choose where you go for
medical treatment.

Advise your treating doctor
that the injury is work
related

w

Report the event to your
immediate Supervisor
within 24 Hours

Accident or incident
investigated
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Workers Compensation

Flinders University is a self-insured
employer in South Australia, which
means that the University manages its
own workers compensation claims, in
accordance with the South Australian
Return to Work Act 2014 and Return to
Work Regulations 2015.

In all other States and Territories, the
University is a registered employer and

workers compensation claims are
managed in accordance with the
relevant jurisdiction’s workers

compensation legislation (refer to page
6 Applying for Workers Compensation
(in all other Australian States and
Territories)).

You must see a doctor if you have
sustained a work-related injury and you
are considering making a claim for
workers compensation.

You should talk to your doctor about
work tasks that you can still perform and
obtain a Work Capacity Certificate.

Please contact the University Return to
Work (RTW) Coordinator who will
provide you with a Claim Form and

other relevant documentation to
complete. With your consent, a
representative such as the RTW

Coordinator, a friend or family member
or your treating doctor can help you to
complete the information on the forms.

This documentation, along with the
Work Capacity Certificate issued by
your doctor, is then submitted to the
Claims Manager for processing.

Your claim cannot be determined if your
Claim documentation is not
accompanied by a Work Capacity
Certificate.

What should you do with
bills for medical treatment
and other expenses?

You are legally responsible for all
medical and associated costs until your
claim has been accepted. Accounts

should therefore be addressed to you,
NOT the University.

If you have accounts and receipts at the

time of  lodging your  Claim
documentation, you should include
them.

What happens next?

The RTW Coordinator will forward the
completed Claim documentation to the
University Claims Manager. The RTW
Coordinator  will notify you, your
supervisor and the relevant Dean or
Director that the claim has been lodged.

The RTW Coordinator:

e will contact you, your supervisor and
the relevant Dean or Director

e may request additional information to
assist in determining the rate of
weekly payments

e will arrange services to help you to
recover and return to work. This may
include visiting you if you are likely to
be away from work for more than two
weeks.

The University Claims Manager will
make a determination on the claim and
will advise you and the RTW
Coordinator who will advise your
supervisor and the relevant Dean or
Director, whether or not the claim has
been accepted.

Staff


http://www.legislation.sa.gov.au/LZ/C/A/Return%20to%20Work%20Act%202014.aspx
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How long will it take to
make a decision about
your application?

A decision will be made as soon as
possible. Most claims are determined
within 10 days of the completed Claim
documentation being received by the
Claims Manager. You may reduce the
decision-making time by providing
clear and accurate details on the Claim
Form.

If your claim documentation is not
complete, there may be a delay in the
decision-making process. For example,
if the Work Capacity Certificate given
by your doctor is unclear about your
injury or your work capacity, you may
need to return to the doctor for more
details.

Complex claims may take longer for a
decision to be reached. You will be
kept informed of the progress of your
claim and notified as soon as a
decision is made.

In some cases, an Independent
Medical Examination conducted by a
doctor  nominated by  Flinders
University may be requested for an
assessment.

Interim Payments

If your claim cannot be determined
within 10 business days of its receipt
by the Claims Manager, you will be
offered interim payments.

You may choose instead to use any
entittements to sick leave or annual
leave, pending determination of the
claim. If the claim is ultimately
accepted, such leave will be reinstated.

If the claim is rejected, the University is
entitted to recover the amount of
interim payments from you as a debt.

What should you do if your
application is not
accepted?

You will be given reasons in writing if
your workers compensation claim is
not accepted. You will also be advised
of your rights of review.

In the first instance you should discuss
the matter with the University Claims
Manager or the RTW Coordinator. If
they are unable to resolve the matter,
they will refer this to the Associate
Director WHS or the Director, People
and Culture.

If the matter is not resolved
satisfactorily in this manner, you may
choose to lodge a complaint about a
reviewable decision with the South
Australian Employment Tribunal. You
must do so within one month of receipt
of the decision.

What are you entitled to if
your application is
accepted?

Income Maintenance

Where, as a result of the compensable
injury, you are unable to work (lost
time) and your claim has been
accepted, you will be paid income
maintenance based on your Average
Weekly Earnings (AWE):

e 100% of AWE for the first 52 weeks,
then

e 80% of AWE to 104 weeks.

The method of calculating income
maintenance is stipulated in the
legislation. AWE are based on your
income over the last 12 months or a
fraction thereof, less certain
allowances.

Timesheets must be completed while
in receipt of interim payments or
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income maintenance.

Income maintenance payments cease
at 104 weeks from the date on which
the incapacity for work first occurs
(except for seriously injured). Additional
income support may be provided for pre
-approved surgery for a period of up to
13 weeks post-surgery. This must be
applied for before the 104 week period
lapses.

Medical expenses

You are entitled to have all reasonable
medical and similar expenses related to
the injury paid (except for some specific
circumstances). Entitlement ceases,
unless seriously injured:

e 12 months after income maintenance
stops;

e if there is no entitement to income
maintenance, after 12 months.

Once your claim has been accepted, all
accounts must be forwarded to the RTW
Coordinator ~ for  processing  and
payment, including:

e medical expenses relating to that
injury;
e approved treating practitioners

(physiotherapist, etc);
e travel expenses; and

e pharmaceutical expenses related to
the treatment programme.

You can apply for pre-approval of
expenses in “prescribed classes” (e.g.
major surgery) rather than being
required to claim compensation once
costs have been incurred.

You can choose your own treating
medical practitioner.

Return to Work Plan

The University is committed to ensuring
that any staff injured at work are
assisted to achieve a return to work to
their pre-injury duties where this is

physically and mentally possible.

The RTW Coordinator will develop an
individual Recovery/Return to Work
(RRTW) Plan in consultation with you,
your supervisor and, where practicable,
other relevant parties, including your
treating doctor and other medical expert
(s). The RTW Coordinator will give you
and your supervisor a copy of the
RRTW Plan.

A RRTW Plan is a legally binding
document established for a staff
member who is (or is likely) to be
incapacitated for work by a work injury
for more than 4 weeks. A RRTW Plan
must comply with standards and
requirements prescribed by the
regulations. The RRTW Plan will identify
goals, duties, hours and constraints and
will comply with any restrictions outlined
in the Work Capacity Certificates. In
developing RRTW Plans, the following
will be considered:

e the special needs of individual staff
members e.g. staff whose first
language is not English;

e modification of any factors that may
have contributed to the injury;

e ways to minimize the workload impact
on other staff;

e the range of activities the injured staff
member is capable of performing;

e the abilites and expertise of the
injured staff member; and

o the availability of suitable tasks.

The RTW Coordinator will coordinate
RRTW Plans and programs which are
established, and will regularly review
and update your RRTW Plan until the
injury and/or workers compensation
claim is resolved.

University duty to find work

The University has a duty to provide
employment for which you are fit and
which, so far as is reasonably
practicable, is the same as or equivalent
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to your pre-injury employment.

The University has no duty to provide
work to a staff member with a work-
related injury:

if it is not reasonably practicable to do
so; or

if new or other employment options
have been agreed between you and
the University.

Your rights

You are entitled to expect:

early intervention by the University in
providing recovery and return to work
services;

that the University will actively
manage your injury and claim and will
provide services consistent with the
requirements of the Return to Work
Act;

that the University will participate and
cooperate in assisting your recovery
and return to work and reasonably
support you in receiving any benefit
available under the Return to Work
Act (for staff based in South Australia)
or the relevant legislation for staff
based in other jurisdictions;

your personal information
confidential;

a copy of your current RRTW Plan;

a copy of all medical reports obtained
by Flinders University relating to your
claim within 7 days of receipt;

to be informed, wherever possible, of
any proposed major decisions on your
claim and provided with an
opportunity to discuss them and have
your views recorded;

the University to review, on request,
the provision of recovery and return to
work services where it appears that
the University is not complying with
the legislative requirements regarding
your retention, employment or re-
employment.

is kept

You have the right to:

seek a second opinion if you are
dissatisfied with the treatment you are
receiving;

refuse surgery or medical treatment if
it is reasonable to do so;

seek a review of decisions made
about your claim;

have an interpreter at meetings and
appointments if required;

be supported by another person (e.g.
a family member or friend) and/or to
be represented by a union, advocate
or lawyer at any meeting regarding
your recovery/return to work or
workers compensation.

Your responsibilities

You must:

notify the University and your
manager/supervisor (verbally or by
email) of the injury within 24 hours or
as soon as practicable;

seek proper medical treatment for
your injury;

participate and cooperate in
establishment of a RRTW Plan;

comply with your obligations under a
RRTW Plan;

participate in all activities designed to
enable you to recover and return to
work as soon as is reasonably
practicable in line with certified
capacity and your RRTW Plan;

ensure that the University is provided
with  a current Work Capacity
Certificate (or equivalent in other
jurisdictions), with respect to any
incapacity for work or if you have
received medical attention;

abide by your medical restrictions at
all times;

attend an Independent Medical
Examination conducted by a doctor
nominated by Flinders University for
assessment only, if requested;

return to suitable employment when
reasonably able to do so;

the
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e take reasonable steps to mitigate any
possible loss on account of the work-
related injury;

e report any injury related difficulties to
the RTW Coordinator, your Manager/
Supervisor and Claims Manager
immediately;

e provide time sheets while in receipt of
interim benefits or income
maintenance;

e ensure you do not provide any false or
misleading information.

Time off work for
appointments

If your workers compensation claim has
been accepted and you have returned to
work, you may still require ongoing
treatment. You must negotiate times
with  your supervisor/manager, with
appointments preferably around the
usual start/finish time so they can be
kept on the way to or from work. There
is no legal entitlement for staff to take
time off work for medical appointments,
but it may be reasonable that some of
the time involved be work time.

If you have returned to work on reduced
hours, it would be reasonable for
appointments to be outside the reduced
working hours. However, supervisors/
managers will understand that you may
have no control over when
appointments occur (e.g. for medical
specialists).

Serious injury

If you sustain a serious work-related
injury, you are entitted to income
support until retirement age as follows:

® 100% of notional weekly earnings in
the first year

e 80% of notional weekly earnings for
subsequent years.

You are also entitled to lifetime
treatment, care and support services.
There is no obligation for you to return

to work if you are seriously injured, but if
you would like to, the University will
provide access to its return to work
services.

How do | know if | am a seriously injured
staff member?

From 1 July 2015, seriously injured
workers are defined as having a work
injury that has resulted in a permanent
impairment and the degree of
impairment has been assessed as 30%
or more. If your injury is likely to be
classified as serious, the Claims
Manager will refer you for a whole
person impairment assessment when
there is evidence that your injury has
stabilised. If the Claims Manager does
not refer you and you think that you may
require an assessment, you can request
one.

Whole person impairment assessments
are conducted by accredited impairment
assessors once the injury has stabilised.
While you are waiting for your injury to
stabilise, you can apply to the University
to make an interim decision to classify
your injury as serious until such time as
you are able to undergo a permanent
impairment assessment.

Applying for Workers
Compensation (in all other
Australian States and

Territories)
Flinders University is a registered
employer in all other States and

Territories. Staff in these jurisdictions
will have their claims managed by the
relevant Claims Manager in accordance
with that  jurisdiction's  workers
compensation legislation. There is a
wide variation between jurisdictions in
managing Workers Compensation.

To lodge a claim, you must consult a
registered medical practitioner (doctor),
advise the treating doctor that the injury
is work related and obtain the required
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workers medical

certificate.

compensation

You must then complete the relevant
Workers Compensation Form (links
available on Flinders University WHS
website). Forward the completed form
with the appropriate medical certificate
to the University RTW Coordinator in
the WHS Unit.

If the Claim Form is not accompanied by
the appropriate Medical Certificate the
Claim cannot be determined.

What happens next?

The RTW Coordinator will forward the
claim documentation to the Insurance
Company Claims Manager in your
jurisdiction for determination of the
Claim.

The RTW Coordinator will explain to you
the payment of weekly wages and
medical expenses as stipulated by the
legal requirements relevant to your
jurisdiction. In some cases, you will
need to use your sick leave and/or
annual leave until the claim is
determined. If the claim is accepted,
your sick leave and annual leave
entitlements will be reinstated.

The University will work within the
legislative  requirements of each
jurisdiction in  the provision  of
rehabilitation. The University RTW
Coordinator will liaise with the injured
person, their supervisor and the Claims
Manager to plan a safe and efficient
return to work when this is medically
possible.  The return to work may
include alternative  duties and/or
modified duties and varied hours of
work.

For further information
contact

Associate Director, WHS Tel: (08) 8201 3703

University Return to Work

Coordinator Tel: (08) 8201 3117

University Claims Manager | Tel: (08) 8210 2803

The following websites also provide
relevant information:

o Flinders University WHS website
https://staff.flinders.edu.au/workplace-
support/whs

o ReturnToWorkSA(for staff located in
South Australia) https://
www.rtwsa.com/

o NT WorkSafe (for staff located in the
Northern Territory) https://
worksafe.nt.gov.au/workers-
compensation

o WorkSafe Victoria (for staff located
in Victoria) http://
www.worksafe.vic.gov.au/injury-and-
claims

e WorkCover Queensland (for staff
located in Queensland) http://
www.workcovergld.com.au/

o WorkCover NSW (for staff located in
NSW) https://
www.workcover.nsw.gov.au/

e WorkCover WA (for staff located in
Western Australia) http:/
www.workcover.wa.gov.au/

e WorkCover Tasmania (for staff
located in Tasmania) http:/
www.workcover.tas.gov.au

o WorkSafeACT (for staff located in
ACT) https://
www.worksafe.act.gov.au/workers-
compensation
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nformation for
supervisors
and managers

In the event of a work-related injury, the
University views the staff member’s
recovery and return to work as the
primary goal. The University requires
early and timely intervention to occur to
improve recovery and return to work
outcomes for a staff member with a
work-related injury.

Reporting the injury

A staff member must report (verbally or
by email) a work-related injury to you as
soon as possible.

The staff member should also report the
injury on the University’s online FlinSafe
system within 24 hours of its
occurrence. If the staff member is
unable to report this due to the accident,
you should do so on their behalf.

Workers Compensation

If there is a possibility that the staff
member may make a claim for workers
compensation, it is important that they
are assessed by a doctor as soon as
possible.

If the staff member (in South Australia)
needs to see a doctor in relation to their
injury, you should ensure that they
advise the doctor that the University is
self-insured for workers compensation
and all correspondence about the work-
related injury should be sent to the
University’'s Return to Work (RTW)
Coordinator. For staff located in
jurisdictions other than South Australia,
all correspondence must still be sent to
the University's RTW Coordinator,
including invoices for any ongoing
treatment or other costs.

Check if the staff member is
issued with a Work
Capacity Certificate

You should check if the staff member
has been issued with a sick leave or a
Work Capacity Certificate (in South
Australia) or  relevant  Workers
Compensation Certificate (other
jurisdictions).

If such a certificate has been issued,
you or the staff member should contact
the  University RTW  Coordinator
immediately. The RTW Coordinator will:

e offer the staff member workers
compensation claim documentation;
and

e have an initial discussion with the
staff member about their injury and
capacity to work.

Work Capacity Certificates must be
forwarded to the RTW Coordinator.

Completion and lodgement
of application for workers
compensation

The staff member must complete all
information in the relevant sections of
the Claim documentation and forward it,
with the Work Capacity Certificate/
Workers Compensation Certificate, to
the RTW Coordinator.

For further information on timeframes/
workers compensation process, refer to
pages 3-4.

Information for Supervisors and Managers



Maintaining regular contact
with a staff member who
has a work-related injury

You are responsible for supporting and
assisting the staff member during any
absence from work or the workplace in
a way that has been negotiated and is
acceptable to you and the staff member.

Recovery, Return to Work
and suitable duties

As a manager or supervisor of a staff
member with a work-related injury, you
must:

e enable them to follow the advice in
the Work Capacity Certificate/Workers
Compensation Certificate;

e ensure that they are not put at risk of
further injury or harm;

e be active in the development of the
Recovery/Return to Work (RRTW)
Plan, providing modified or alternative
work as required and as reasonably
practical, and monitoring progress;

e meet regularly with the injured staff
member as negotiated to discuss
progress;

e provide regular feedback to the RTW
Coordinator on progress and any
problems;

o expect the RTW Coordinator will liaise
with you, the injured staff member,
and medical provider (where
possible), at each stage of the return
to work process.

Additional responsibilities
for managers/supervisors

You are also responsible for:

e supporting the injured staff member
and other staff who may be affected;

e investigating the incident/accident
which caused the injury and
implementing risk control measures

as far as is reasonably practicable to
prevent further injury;

e maintaining confidentiality;

e being a role model through a positive
attitude to the injured staff member
and the recovery and return to work
process.

Time off work for
appointments

A staff member with a work-related
injury whose workers compensation
claim has been accepted and who has
returned to work may require ongoing
treatment. The issue of whether the staff
member should take time off work to
keep medical appointments needs to be
considered according to the
circumstances of each case. There is no
legal entitiement for staff to take time off
work for medical appointments, but it
may be reasonable that some of the
time involved be work time.

Times must be negotiated between the
staff member and you, with
appointments preferably around the
usual start/finish time so they can be
attended on the way to or from work.

Where a staff member has returned to
work on reduced hours, it would be
reasonable for appointments to be
outside the reduced working hours.
However, staff may have no control over
when appointments occur (e.g. for
medical specialists).

For further information
contact

Associate Director,

WHS Tel: (08) 8201 3703

University Return to

Work Coordinator Tel: (08) 8201 3117

University Claims

Manager Tel: (08) 8210 2803
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ervice
Standards

The primary aim of the University is to
prevent injury through the provision of a
safe and healthy work environment.
However, in the event of a work-related
injury, the University will:

e view a staff member’s recovery and
return to work as the primary goal if a
staff member is injured while at work;

e ensure that early and timely
intervention occurs to improve
recovery and return to work
outcomes including after retraining (if
required);

e with the active assistance and
participation of the staff member and,
consistent with their obligations under
the Return to Work Act, ensure that
recovery and return to work
processes focus on maintaining the
relationship  between the  staff
member and the University;

e ensure that it fulfils its recovery and
return to work obligations because
early and effective workplace-based
coordination of a timely and safe
return to work benefits an injured staff
member’s recovery;

e freat a staff member fairly and with
integrity, respect and courtesy, and
comply with stated timeframes;

e be clear about how it can assist a
staff member to resolve any issues
by providing accurate and complete
information that is consistent and
easy to understand (including options
about any claim, entitlements,
obligations and responsibilities);

e assist a staff member in making a
claim and, if necessary, provide the
staff member with information about
where he or she can access advice,
advocacy services and support;

e take all reasonable steps to provide

services and information in a staff
member’s preferred language and
format, including through the use of
interpreters  if required, and to
demonstrate respect and sensitivity
to a person's cultural beliefs and
values;

respect and maintain confidentiality
and privacy in accordance with any
legislative requirements;

provide avenues for feedback or for
making complaints, and to be clear
about what can be expected as a
response;

recognise a right of a staff member to
be supported by another person and
to be represented by a union,
advocate or lawyer.

Return to Work Service Standards





